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EDITOR'S    PREFACE. 


'pHE    object    of    the    series    of    handbooks    that   is   being 
A        published     under     heading     of     The     Accountants* 
Library     is    to    provide,    at    a     reasonable    price,    detailed 
information   as   to   the   most   approved  methods   of  keeping 
accounts  in  relation  to  all  the  leading  classes  of  industry  whose 
books  call  for  more   or   less   specialised   treatment.      No  such 
series  has  hitherto  been  attempted ;  but  there  exist,  of  course, 
numerous  separate  works  deahng  with  the  accounts  of  one  par- 
ticular  class    of     undertaking.       These     separate    works    are, 
however,  for  the  most  part  either  too  expensive,  or  too  superficial 
to  answer  the  purpose  that  is  particularly  aimed  at  by  The 
Accountants'  Library,  which  is  intended  to  supply  the  student 
with  that  specialised  information  which  he  may  require,  while  at 
the  same  time  aifording  to  the  trader,  banker,  or  manufacturer 
who  is  not  in  a  position  to  secure  the  fullest  information  for  his 
purpose,  knowledge  which  can  hardly  fail  to  be  of  the  very 
greatest  assistance  to  him  in  the  correct  keeping  of  his  accounts, 
upon  a  system  specially  adapted  to  his  requirements,  and  there- 
fore involving  a  minimum  expenditure  of  labour.    It  is  expected 
that  the  series  will  also  be  found  of  material  assistance  to  book- 
keepers of  all  classes. 

Without  aiming  at  giving  an  exhaustive  account  of  the 
manner  in  which  each  separate  business  is  conducted,  the  techni- 
cal points  in  connection  with  each  industry  will  receive  as  much 
attention  as  is  necessary  in  order  fully  to  elucidate  the  system 
of  accounts  advocated,  while  each  volume  will  be  the  work  of 
one  who  has  made  that  particular  class  of  accounts  more  or  less 
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EDITOR  S   PREFACE. 


editor's   preface. 


a  speciality.  It  is  obvious,  however,  that  to  enable  the  neces- 
sary ground  to  be  covered  in  the  space  available,  it  is  incumbent 
to  assume  upon  the  part  of  the  reader  a  certain  knowledge  of 
general  bookkeeping.  The  extent  of  the  knowledge  assumed 
will  vary  according  to  the  nature  of  the  class  of  accounts  con- 
sidered. For  example,  in  the  volumes  on  "  Bank  Accounts  "  and 
"  Shipping  Accounts  "  a  thorough  acquaintance  with  ordinary 
double-entry  bookkeeping  is  not  unnaturally  assumed  ;  but  in 
the  case,  for  instance,  of  "  Auctioneers'  Accounts,"  "  Domestic 
"  Tradesmen's  Accounts,"  and  other  similar  volumes,  such  ex- 
planations are  included  as  will  enable  the  ordinarily  inteUigent 
reader  fully  to  grasp  the  methods  described  even  although  his 
knowledge  of  bookkeeping  may  be  of  an  elementary  description. 
These  explanations  are,  doubtless,  superfluous  as  far  as 
accountants  are  concerned,  but  are  necessary  to  make  the 
volumes  of  value  to  the  majority  of  those  specially  engaged  in 
these  particular  industries. 

To  subscribers  for  the  whole  series  it  may  be  added  that, 
when  completed,  it  will  form  a  most  valuable  and  practically 
complete  library,  dealing,  at  the  hands  of  specialists,  with  prac- 
tically every  class  of  accounts,  and  illustrating  the  application 
of  the  theory  of  double-entry  as  described  in  general  works  on 
bookkeeping. 

In  order  to  carry  out  this  scheme,  arrangements  have 
already  been  completed  for  books  dealing  with  the  following 
subjects : — 


Agricultural  Accounts. 
Auctioneers'  Accounts. 
Australian  Mining  Accounts. 
Bank  Accounts. 
Bookkeeping  and  Accounts  for 

Grainy   Flour^   Hay,    Seed, 

and  A  Hied  Trades, 
Builders'  Accounts. 


Building  Societies'  Accounts. 
Co-operative  Societies'  Accounts. 
Cotton  spinners'  Accounts. 
Drapers'  Accounts. 
Domestic  Tradesmen's  Accounts. 
Engineers'    and    Shipbuilders' 

Accounts. 
Gas  Accounts. 


Hotel  Accounts. 
Mineral  Water  Accounts. 
Pawnbrokers'  Accounts. 
Polytechnic  Accounts, 
Printers'  Accounts. 
Publishers'  Accounts. 


Shipping  A  ccoun ts. 
Solicitors '  A  ccoun  ts. 
Stockbrokers'  Accounts. 
Tailors'  Accounts. 
Theatre  Accounts. 
Wine  Merchants'  Accounts. 


Arrangements  for  dealing  with  other  subjects  are  now  in 
progress,  and  the  Editor  wishes  to  add  that  he  will  be  glad 
to  receive  suggestions  and  oflFers  from  accountants  of  experience 
for  the  undertaking  of  volumes  not  yet  announced. 


34  Moorgate  Street, 

London,  E.C 

August  1902. 


AUTHOR'S    NOTE. 


TTHTHIN  recent  years  Tramways  have  begun  to  play  a  very 
» »  large  part  in  City  life.  That  part  is  daily  becoming 
more  important.  To  Tramway  enterprise  will  belong,  in  the 
near  future,  no  small  share  in  widening  the  residential  areas  of 
cities,  and  in  solving  some  of  their  most  pressing  problems. 

The  absence  of  any  work  on  Tramway  Accounts  is,  perhaps, 
explained  by  the  fact  of  Tramways  being  such  a  recent  develop- 
ment. The  need  of  such  a  work  will  be  best  appreciated  by 
those  immediately  connected  with  Tramway  accounting. 

Of  the  purposes  which  this  volume  is  intended  to  serve  may 
be  mentioned  the  following :  — 

(i)  The  system  described  and  illustrated  is  the  outcome 
of  long  experience  and  continual  improvement.  It 
has  been  designed  to  meet  the  special  exigencies 
of  Tramway  work,  and  to  give  the  best  results  in 
the  simplest  and  most  direct  way.  Embracing,  as  it 
does,  all  branches  of  work  in  connection  with  a 
Tramway  undertaking  which  is,  in  all  respects,  self- 
contained,  having  its  own  Generating  Station,  its 
own  Works,  its  own  Permanent  Way  Staff,  &c.,  the 
system  herein  described  is  calculated  to  meet  the 
requirements  of  any  Tramway  concern. 
(2)  The  present  lack  of  a  uniform  method  of  stating 
published  accounts  makes  comparison  of  the 
accounts  of  different  undertakings  difficult  and 
unreliable.  Anything  like  satisfactor}^  standardisa- 
tion of  accounts  cannot  be  fully  achieved  by  the 
mere  general  adoption  of  a  certain  form  of 
published  accounts.  In  addition  to  this,  there  must 
be,  to  a  large  extent,  standardisation  of  the 
methods  by  which  the  results  are  obtained.  It  is 
believed  that  the  essentials  towards  standardisation 
are  provided  in  this  volume. 
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(3)  In  the  operation  of  even  the  best  system  of  accounting, 
and  esp>ecially  where  a  considerable  staff  is  required, 
the  advantages  are  apparent  of  a  book  which  will 
enable  each  member  of  the  staff  to  gain  an  insight 
into  all  sections  of  the  work,  from  the  elementary 
stages  to  the  published  results.  With  a  better  grasp 
of  the  entire  system,  he  will  perform  his  own  part 
with  more  intelligent  interest,  and  will  be  more  ready 
to  take  up  other  duties  when  required. 

The  aim  of  the  writer  has  been  to  present,  not  merely  a  bare 
outline,  but  a  complete  working  system,  fully  and  sectionally 
described,  to  suit  the  requirements  of  junior  as  well  as 
principal  officials. 

The  following  chapters,  while  being  of  special  service  to 
Tramway  Officials,  not  only  in  this  country  but  elsewhere,  will 
also,  it  is  believed,  be  found  useful  by  many  Corporation 
Officials,  as  well  as  of  interest  to  the  Accountancy  profession 
generally. 

My  acknowledgments  are  due  to  James  Dalrymple,  Esq., 
C.A.,  Chief  Accountant  of  the  Glasgow  Corporation  Tram- 
ways, with  whom  I  have,  from  the  first,  been  closely 
associated  in  conducting  the  accounting  work  of  the  under- 
taking, for  his  cordial  and  expert  interest  in  this  the  first  attempt 
to  embody  in  book  form  a  system  of  Tramway  Bookkeeping 
and  Accounts. 

DONALD  McCOLL. 


88  Renfield  Street, 

Glasgow. 
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CHAPTER  I. 


INTRODUCTORY    AND    GENERAL. 


DEDICATED    TO 

JOHN      YOUNG,      ESQUIRE. 

General  Manager,  Glasgoiv  Corporation  Tramways, 

Whose  name  is  known  to  Tramway  men  the  world  over 
as  the  organiser,  in  Glasgow,  of  the  most  successful 
Tramway     system     owned     and     operated     by     a     large 

municipality. 


**  There  is  not  a  science  or  class  of  men  on  whom  the 
business  of  the  world  is  more  dependent  than  the  science  of 
accounts  and  accounting." — Andrew  Carnegie. 


The  following  preliminary  remarks  are  offered  as  to  the 
advisability  of  all  the  accounting  work  being  conducted  by  a 
competent  accountant  and  staff  belonging  exclusively  to  the 
Tramways  undertaking,  and  under  its  General  Manager. 

(i)  The  accounting  arrangements  of  a  Tramway  undertaking 
are  necessarily  of  a  special  nature  to  suit  the 
exigencies  of  the  work.  The  accountant  of  a  manu- 
facturing firm  cannot  step  into  a  Tramway  office,  and 
find  his  experience  adequate — even  the  professional 
accountant,  versed  in  the  details  of  many  businesses, 
generally  treads  on  unfamiliar  ground  when  he  enters 
upon  Tramway  Accounts.  In  a  greater  degree  than 
many  businesses  it  is  essentially  one  in  which  complete 
and  satisfactory  methods,  successfully  carried  out,  are 
only  the  outcome  of  actual  experience,  constant  study, 
and  undivided  attention  on  the  part  of  the  Accountant, 
with  a  view  to  obtaining  the  best  results  with  the  least 
labour. 
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(2)  If  the  General  Manager  of  Tramways  is  responsible  for 

their  commercial  success  his  department  should, 
logically,  be  complete  and  self-contained.  In  the 
accounting  arrangements,  his  requirements  and  ideas 
must  be  provided  for.  To  afford  him  a  continual 
search-light  upon  all  the  workings  of  the  undertaking, 
he  must  have  regular  returns,  statements,  and  informa- 
tion from  the  Accountant's  Department.  He  must  get 
all  he  wants,  and  when  he  wants  it ;  and  to  ensure  this, 
all  the  clerical,  bookkeeping,  and  accounting  staffs 
should  come  under  him. 

(3)  The  system  under  which,  in  some  places,  the  Tramway 

accounting  is  conducted  by  an  official  who  has  charge 
of  the  accounts  of  quite  a  number  of  municipal  under- 
takings,   may   naturally     be     assumed     to    have    the 
disadvantage  of  precluding  this  official,  on  account  of 
the  variety  and  scope  of  his  duties,  from  either  pos- 
sessing that  intimate  knowledge  or  devoting  that  close 
and  constant  attention   to   the  work  of  a   particular 
department — especially   such   a   large   department    as 
that  of  Tramways — which  it  demands.     Under  such 
control,  also,  the  natural  tendency  is  to  arrange  the 
Tramway  Accounts  according  to  the  long-established 
form  in  use  for  the  other  undertakings  of  the  same 
municipality,    instead   of   in   harmony   with    those   of 
Tramway    undertakings    elsewhere.      With    the    latter 
method   useful   comparisons   are   possible;    with   the 
former,  no  practical  purpose  is  served. 
* 
In  laying  down  a  basis  on  which  to  frame  a  complete  system 
of  Tramway  Bookkeeping  and  Accounts,  in  which  all  the  details 
of  the  subsidiary  processes  will  be  dovetailed  into  the  general 
bookkeeping  and  published  results  up  to  which  they  lead,  the 
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general  principle  is  assumed  at  the  outset  of  centralising  all  the 
accounting  work  within  the  Tramways  Department  itself. 

Proceeding  upon  this  principle,  the  question  has  been  asked, 
What  information  should  the  General  Manager  require  from  his 
Accountant's  Department?  As  every  operation  must  pass  the 
test  of  financial  results,  the  Accountant's  Department  must 
provide  the  records  for  this  test.  Nothing  should  escape.  Costs 
should  be  compared,-  period  with  period,  depot  with  depot, 
item  with  item,  down  through  all  the  details.  In  addition  to 
providing  the  General  Manager  with  regular  comparative  state- 
ments of  Revenue  and  Expenditure,  of  Wages,  of  Maintenance 
Work  in  every  branch,  any  special  features  that  arise  should 
be  put  before  him.  To  ferret  out  excesses,  defects,  irregu- 
larities, to  lay  his  finger  on  any  weak  spot  to  which  his  records 
and  returns  lead  him — in  these  things  the  Accountant  is  the 
right  hand  of  the  General  Manager.  The  goal  to  which  the 
undertaking  moves  is  the  annually  recurring  report.  From 
periodical  statements  received  from  the  Accountant  the  General 
Manager  should  be  able  very  nearly  to  anticipate  the  Annual 
Report.  It  is  not  enough  to  discover  long  afterwards  things 
which  might  have  been  remedied:  the  returns  from  the 
Accountant  should  enable  the  General  Manager  to  act  promptly. 
No  small  portion  of  the  Accountant's  duty  may  be  summed  up 
in  the  word  "  Prevent." 

In  a  broader  sense  the  Accountant's  science — ^for  surely  it  is 
a  science — ^is  looked  to  to  ensure  that  the  finances  of  the 
undertaking  are  kept  firm  and  safe.  He  will  study  deprecia- 
tions; he  will  anticipate  contingencies.  His  accounts  will 
provide  for  the  time  to  come. 

The  day  of  haphazard  methods  is  past  when  everything  that 
smacked  of  system  was  termed  "  red  tape,"  and  it  is  now  seen 
that  Systematic  Accounting  saves  more  than  it  costs.     But  the 
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Accountant,  while  arriving  at  the  required  results,  will  ever 
strive  to  simplify  and  perfect  the  means  by  which  they  are 
brought  out. 

Coming  down  from  general  principles,  the  first  thing  to  be 
determined  is  the  form  in  which  the  results  of  working  will  be 
presented.  In  other  words,  the  framework  of  the  whole 
system  of  accounting  must  be  laid  down  in  skeleton  forms  of 
Revenue  Account,  Capital  Account,  and  Balance  Sheet.  The 
following  forms  are  designed  to  afford  the  information  likely 
to  be  the  most  useful.  It  will  be  observed  that  columns  are 
provided  for  averages  per  K.W.  nour  and  per  car  mile,  as  well 
as  for  the  amounts  and  averages  for  the  previous  year,  and  that, 
where  necessary,  items  of  wages  are  shown  separately  from 
material.  These  provisions  tend  to  make  reliable  comparisons 
with  other  accounts  possible. 


Dr. 
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Exi'KNDITURE. 


>     . 


Power  Expenses  : — 

*(i)  Salaries 

(2)  Wages        

*         Generating  Station  : — 
Superintendent 
Stokers 

Cleaners  and  Greasers 
Coal  and  Ash  Attendants 
Engineers 
Electricians  . . 


Sub-Stations  :  — 
Attendants     . . 
Assistant  Attendants 


£sd 


(3)  Fuel 

(4)  Oil,  Waste,  and  Supplies 

(5)  Gas 

(6)  Water         

(7)  Miscellaneous 


D 


Trafl&c  Expenses  : — 

(10)  Salaries 

(11)  Wages  : — 

Depot  Clerks     . . 
Motormen  and  Conductors 
Traffic  Regulators 
Trolley  and  Point  Boys 
Miscellaneous    . . 


is 


*  u 


£'sd    £sdLfsd 


(12)  Cleaning  Cars 
Wages 
Material  . . 


(13)  Oiling  Cars 
Wages 
Material  .. 


(14)  Lighting  Cars 

(15)  Cleaning  Rails  and  Salting  and  Sand- 
ing Track        

Fuel,   Power,  Gas,  and  Water   for 

Depots 

Uniforms 

(18)  Ticket  Check  :— 

Tickets 

Ticket  Inspectors        

Salaries  (Punch  and  Ticket  Room)  . 


(16) 
(17) 


(19)  License  of  Cars  , 

(20)  Miscellaneous 


Carried  forward 

*  Note.— Numbers  in  brackets  are  the 
General  Ledger  Account  numbers  as  per 
numerical  list,  pages  .  These  numbers 
need  not,  of  course,  appear  in  the  published 
accounts. 


Dr. 


TRAMWAY   ACCOUNTS. 


REVENUE    ACCOVNT— continued. 


Dr. 


TRAMWAY   ACCOUNTS. 


REVENUE     ACCOVNT.— continued. 


Expenditure 

for  year 
to 


u 

Sjs 

c 

Sis 

3 
O 

fcf3 

s 

Slu 

< 

< 

>\\ 


£sd 


Brought  forward 

General  Expenses : — 

(27)  Salaries  of  General  Officers  and  Staflf. 

(28)  Wages 

(29)  Auditors'  Fee  

(30)  Rents 

(31)  Taxes 

(32)  Property  and  Income  Tax 

(33)  Fuel,  Light,  and  Water  for  Offices 

(34)  Fire  Insurance  Premiums 

(35)  Law  Expenses        

(36)  Accident  Insurance  (3rd  Party) . . 
{^7)  Employers'  Liability  Insurance 

(38)  Printing  and  Stationery 

(39)  Miscellaneous  


D 


Repairs : — 

(46)  Permanent  Way —  j 

Wages j 

Material  . .         . .  | 

(47)  Bonding- 

Wages        

Material 

(48-49)  Ducts,  Manholes,  and  Cables — 

Wages        

Material 

(50-53)  Poles  and  Rosettes,  Overhead  Wires, 
Section  Boxes,  and  Telephones— 

Wages        

Material 

(54-64)  Buildings  and  Fittings 

(65-70)  Generating  Station  and  Sub-stations' 
Machinery  and  Plant- 
Wages        

Material 

(71)  Works'  Machinery  and  Plant     . . 

(72)  Miscellaneous  Plant  


(73)  Electric  Cars — 
Wages    . . 
Material 


£sd 


£sd 


£  sd 


Expenditure 

for  year 
to 

1^ 

a 

3 
0 

B 
< 

D 

£sd 

Brought  forward 

(85)  Permanent  Way  Renewal  Fund  : — 

Annual  charge  for  Renewals  unexpended 

and  placed  to  credit  of  Renewal  Fund 

(©  £       per  mile  of  single  track  per 

annum)        

(86)  Depreciation — 

Electrical  Equipment  of  Lines     . . 

Buildings  and  Fittings        

Machinery  and  Plant 

Rolling  Stock 

Sundry  Equipments 

Furniture  and  Fittings        

Horses  

Harness  

Total  Amount  of  Working  Expenses. . 

Balance  carried  to  Net  Revenue  Account  . . 


9) 

< 


£sd 


£sd 


£sd 


(74-77)  Miscellaneous  Vehiclea 

Sundry  Equipments  :  — 

(78)  Bell  Punches  

(79)  Car  Accessories       

(80)  Miscellaneous  Instruments,  &c. 

(81)  Furniture  and  Fittings 

Carried  forward 


Dr. 


NET  REVENUE  ACCOUNT. 


Cr. 


For  year 
to 

Ql    Co 

< 

Amount 

For  year 
to 

Average  per 
Car  mile 

C 
3 
0 

s 
< 

u 
acS 

Sis 
< 

C 
3 
0 

3 

< 

Amount 

D 

£sd 

(8g)  To  Interest   on 

Capital    . . 

(go)    „    Sink'g  Fund 

(91)    „    Balance, 
being    net 
Surplus 
carried   to 
General 
Reserve 
Fund 

D 

£sd 

D 

£sd 

By  Balance     from 
Revenue  A/c. 

D 

£sd 

I II 


i 


8. 


TRAMWAY    ACCOUNTS. 


The  credit  side  of  the  Revenue  Account  would  show  the 
receipts  under  the  headings  of  "Traffic,"  "Advertising  on 
Tickets,"  &c.,  the  details  of  the  traffic  revenue  being  shown  in 
a  separate  statement  in  the  report. 

When  power  is  bought  by  the  Tramways  concern  at  an 
inclusive  rate  the  most  convenient  and  satisfactory  way  in 
which  this  can  be  shown  is  to  charge  the  total  cost  under 
Power  Expenses. 


Dr. 


CAPITAL    ACCOUNT,   as    at. 


Amount 
as  at 


To  Permanent  Way — 

M.      F.      YDS.  M.      Y.      YDS 

Double  Track  ;    Single  Track 


Electrical  Equipment  of  Line 
Rail  Bonding 
Ducts  and  Manholes 
Feeder  Cables     . . 
Poles  and  Rosettes 
Overhead  Wires. . 
Section  Boxes     . . 
Telephones 
Miscellaneous 


Depreciation 


» 

w 

H 
H 
U 
M 
» 


Deduct — Depreciation  as  at  last  Balance, 
0  »  for  year  to 


Property 


Area. 
Sq. 
Yds. 


Price  per 

sq.  yard 

including 

Feu   Duty 


Capital- 
ised 
Feu  Duty 


Buildings  and  Fittings- 
Electrical  Generating  and  Sub-Stations   . . 

(Each  Building  to  be  shown  separately) 
Car  Depots         

(Each  Building  to  be  shown  separately) 
Works 

Deduct — Depreciation  as  at  last  Balance 

m    ■  »         («     %  for  year  to 

Machinery  and  Plant- 
Generating  Station 

Sub-Stations 

(Show  each  separately) 

Works 

Miscellaneous  Plant 

D^t/kf/—  Depreciation  as  at  last  Balance 
•  •         <£i'    %  for  year  to 


Carried  forward 


*  Only  price  paid  would  be  extended  out. 


Dr. 


Amount 
as  at 


TRAMWAY   ACCOUNTS. 


CAPITAL    ACCOUNT. -continued. 


^    Brought  forward 

To  Rolling  Stock- 

Electric  Cars 

Tower  Wagons * " 

Salting,  Sanding,  and  Watering  Machines' 

Lorries,  Carts,  and  Vans       

Sundry  Vehicles  

Z)e</Hc/— Depreciation  as  at  last  Balance 
«  »         («j    %  for  year  to 

w    Sundry  Equipments — 

Bell  Punches 

Car  Accessories [ 

Miscellaneous  Instruments,  &c.       . '.        '. 

Deduct— DeprecicLtion  as  at  last  Balance 

^,   .^"                   «          0     %  for  year  to 
„    Uniforms —  

Deduct— Depreciation  as  at  last  Balance  to  reduce 
cost  by  one-half,  being  normal  value    . . 

m    Furniture  and  Fittings 

Df</Mc/— Depreciation  as  at  last  Balance' 
*  u  ®     %  for  year  to 

„    Horses — 

Horses  in  Stock  at  last  Balance 

»       purchased  during  year    . . 

Horses  sold  and  dead  during  year 

(Depreciated  value)       

5^=5s:sHorses  in  Stock  at  £  each  . . 

Deduct— Depreciation  as  at  last  Balance 

»  „      for  year  to to  reduce 

Average  price  to  £ 

H    Harness       ]        \ 

Deduct— Depreciation  as  at  last  Balance 
•  H        &    %  for  year  to 

„    Preliminary  Expenses     . .         .... 

»     Parliamentary  Expenses \\        \\ 


theoTfJ^'^}LTu^^''^u""'^^  ^^^^  ^^^  foregoing  form  of  Capital  Account  provides  for 

is  inrnr^o?!J°"  ^°  ^u^  Capital  Account  it  is  desirable  to  show,  when  Capital  Expenditure 

diture  un.tr'lh  "^  '^^  l^^^^J^-^  '^P^'"''^*^  ^^'^^""^  exhibiting  the  particdS  of  fuch  Expen- 
diture under  the  same  headmgs  as  appearing  ui  the  Capual  Account.  i^-^^pen- 
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TRAMWAY    ACCOUNTS. 


II 


In  order  to  bring  out  the  figures  for  the  foregoing  forms  of 
accounts,  and  also  to  provide  more  detailed  information  than 
appears  in  them,  a  complete  range  of  numbered  accounts  is 
suggested,  somewhat  on  the  lines  of  the  following  list.  The 
adoption  of  such  a  list,  which  covers,  without  duplication  of 
numbers,  all  possible  work  and  charges,  simplifies  and  facili- 
tates the  allocation  of  invoices  and  of  all  time  and  material 
which  requires  sub-division.  It  will  also  be  found  particularly 
serviceable  in  cases  where  one  department  of  the  undertaking 
does  work  which  is  chargeable  to  another,  as  it  will  enable 
such  charges  to  be  made  to  the  specific  accounts,  instead  of 
merely  to  a  General  Account.  Where  sub-numbers  appear 
under  a  General  Account  number  both  would  be  quoted  in 
cases  where  one  department  does  work  for  another.  This  list 
also  indicates  generally  the  items  chargeable  to  each  General 
Ledger  Account. 
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TRAMWAY   ACCOUNTS. 


In  connection  with  the  Standardisation  of  Accounts  it 
would  be  very  convenient  for  purposes  of  comparison,  if,  m 
addition  to  the  general  adoption  of  the  same  form  of  Revenue 
Account,  Capital  Account,  and  Balance  Sheet,  every  under- 
taking  included  in  its  Financial  Report  general  information 
and  statistics  such  as  the  following  :— 


Sundry    Statistics 


Authorised 


Exercised 


i 


Unexhausted 


Total  charged  to  Net 
Revenue  Account 


Borrowing  Powers,  £ 

Sinking  Fund,  £  * 

Gross  Depreciation  Written  off 

Capital  Expenditure,  £  £  *  . 

Renewal  Fund  Reserve  Fund 

Reserves— Amount  at  Credit  of  £  t 


Applied  in  reduction 
of  Debt 

As  reduced 
by  Depreciation 


Length  of  Track  •  — 


Within  City  Boundary     Outwith  City  Boundary 


Owned    . . 
Leased    .. 


Single 


M.    F.    Y. 


Double  Single 


Double 


Totals 


M.    F.    Y.    M.    F.    Y. 


M.    F.    Y. 


Single 


M.     F.    Y. 


Double 


M.    F.    Y. 


Totals 


Population  and  Area  served  by  Tramways  :- 


Population 


Area.    (Acres) 


Within  City   . . 
Beyond    • 

Scale  of  Fares  :— 


Average  distance  (Miles) 


id.       id. 

lid. 

2d. 

2id. 

3d. 

3.W. 

Average  Fare 
charged  per  Mile 
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Receipts : — 


Traffic 

Total 

.\verageperCar 
Mile  (Traffic) 

Average  per  Car 
Mile  (Total) 

Average  Fare 

paid  per 

Passenger 

Average  per 

Mile  of  single 

track  (Traffic) 

£ 

£ 

u 

a 

1) 

£ 

Passengers : — 


Total  Number. 


Percentage     at 
each      Fare 


id. 

id. 

lid. 

2d. 

2M. 

3d. 

3id. 

% 

% 

% 

% 

% 

% 

% 

Total 


100  % 


Average  distance  Paid  for  per  Passenger Miles. 

Average  number  of  Passengers  per  Car  mile 


Car  Mileage : — 


Cars : — 


Total 

Average  Speed  per 

hour  (including  all 

stops) 

Total 

Average  No.  in  use 
(    Hours  per  day) 

! 

Revenue  and  Expenditure  [Summary) — 


£      s      d 

Average  per  Car 
Mile 

Per  cent,  of 

Expenses 

to  Revenue 

Total  Revenue 

D 

Ordinary  Working  Expenses  . . 
Depreciation         

Total  Working  Expenses 

Interest  on  Capital         

Sinking  Fund        

Total  Expenses 

Net  Balance 

Disposal  of  Net  Balance  :- 


I 


CHAPTER  IT. 


TRAFFIC. 


The  following  remarks  apply  to  a  system  in  which  the  Bell 
Punch  is  used. 
Issuinjc  Tickets,  Way  Bills,  and  Punches  from  Head  Office.- 

Into  each  conductor's  box  would  be  put— 

(i)  Tickets. 

(2)  Journey  Way  Bills  (Form  No.  i).    On  the  first  Journey 

Way  Bill  to  be  used  would  be   entered  the   first 
number  of  the  tickets  at  each  fare. 

(3)  Total  Way   Bill   (Form   No.    2).     On   this   would   be 

entered  first  and  last  numbers  of  the  tickets  at  each 
fare. 

(4)  Punch. 

The  total  Way  Bill  (Fonn  No.  2)  would  be  signed  by  the  con- 
ductor on  receiving  and  checking  the  specified  tickets,  &c., 
including  padlock  and  key.  This  Way  Bill  would  be  left  with 
the  Depot  clerk,  and  would  be  sent  by  him  to  the  Head  Office, 
along  with  cash,  at  night. 

Receiving  Cash  and  Way  Bills  at  Cash  Olfices.- 

As  a  rule  a  Cash  Office  should  be  situated  at  one  of  the 
termini  of  each  line.  At  the  end  of  each  double  journey  the 
conductor  would  hand  in  to  the  clerkess  in  the  Cash  Office— 
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(i)  The  packets  of  tickets  he  is  using. 

(2)  The  cash  bag  containing  his  drawings  (including  the 

amount  of  change  put  in  the  bag  to  start  with). 

(3)  His  Journey  Way  Bills. 

The  cash  clerk  would  examine  the  tickets  returned  and  enter 
and  extend  on  the  Journey  Way  Bill  the  tickets  sold.  She 
would  then  check  the  cash  in  the  conductor's  bag,  and  enter 
the  amount  (excluding  the  starting  change)  on  the  Journey  Way 
Bill.  If  everything  is  found  correct,  these  amounts  should 
correspond.  Any  difl^erence,  whether  short  or  over,  would 
be  marked  on  the  Journey  Way  Bill.  The  cash  clerk 
would  give  the  conductor  a  receipt  for  his  cash  from 
a  Counterfoil  Receipt  Book,  and  drop  the  money  into 
the  slot  of  a  locked  cash  box.  The  conductor's  bag 
containing  change,  and  the  remaining  Journey  Way  Bills, 
would  be  handed  to  him  for  use  on  the  next  journey.  On  the 
next  Journey  Way  Bill  the  starting  numbers  of  the  tickets  would 
be  entered  by  the  clerkess  before  she  returns  the  bag  to  the 
conductor. 

It  will  save  much  time  in  the  Head  Office  if  the  Journey  Way 
Bills  for  each  conductor  are  kept  separate  in  the  Cash  Office 
instead  of  the  bills  of  all  the  conductors  being  mixed 
promiscuously  together. 

In  order  also  to  admit  of  the  drawings  being  abstracted, 
when  required,  for  different  periods  of  the  day,  it  is  suggested 
that  the  time  of  collection  be  recorded  on  each  Way  Bill. 

Receiving  Cash  for  " late"  Journeys  and  Sundays  at  Depots.— 

As  the  Cash  Offices  cannot  well  be  kept  open  much  later 
than  10  p.m.  on  week  days,  and  will  probably  be  closed 
altogether  on  Sundays,  the  conductors'  drawings  at  such  times 
will  require  to  be  collected  at  the  Depots.    Instead,  however. 
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of  the  money  being  handed  in  at  the  end  of  each  double 
journey,  it  would  be  kept  by  the  conductor  until  he  goes  off 
duly,  when  he  wnuld  deliver  it  to  the  Depot  clerk,  or  other 
authorised  official,  who  would  check  it  snd  grant  a  receipt  from 
the  Counlerf.»il  Book  for  the  amount.  The  conductor  would, 
however,  make  out  a  separate  Way  Bill  for  each  double  journey. 

Checking  Cash  at  Head  Office.— 

The  cash  from  each  Cash  Office  and  Depot  would  be  checked 
separatelv,  and  should  correspond  with  both  the  total  of  the 
Journey  Way  Bills  and  the  total  of  the  Counterfoil  Receipt 
Book.  The  total  cash  should  correspond  with  the  total  of  the 
Daily  Traffic  Revenue  Abstract  {vide  Form  No.  6).  The  cash, 
after  being  balanced,  might  be  put  up  in  bags  as  follows:  — 
Silver,  into  £s  an<l  ;£io  paper  bags,  and  these  into  ^100 

canvas  bags. 
3d.    pieces,    into    £1    paper   bags,    and   these    into    ^50 

canvas  bags. 
Copper,  into  £<,  canvas  bags. 
The  total  amount  should  be  banked  on  the  day  after  it  has 
been  checked,  or,  with  the  exception  of  Mondays,  on  the  second 
dav  after  collection. 

Abstracting  Receipts.— 

The  amounts  of  the  Journey  Way  Bills  for  cash  handed  in 
would  be   entered   on   Route  Abstract  of  Journey  Way   Bills 
(Form  No.   3).     For  this  purpose  the  Burroughs   Registering    ' 
Accountant  or  Adding  Machine  is  very  serviceable,  and  saves  a 
great  deal  of  labour.    There  would  be  a  separate  abstract  for 
each  route.     Each  abstract  would  show  the  total  amount  paid 
in  by  each  conductor  for  the  day.     The  totals  of  the  Route 
Abstracts  of   Receipts  would  be  carried  to  a   Daily  Traffic 
Abstract  of  Receipts  {vide  Form  No.  6). 


Shorts.— 

On  each  Conductor's  Total  Way  Bill  would  be  entered  from 
the  Abstract  of  Journey  Way  Bills  the  exact  amount  of  cash 
paid  in  by  him  for  the  day.  Any  difference  between  this  and 
the  amount  for  tickets  sold  would  be  entered  on  the  Total  Way 
Bill,  either  as  over  or  short.  This  difference  would  be  checked 
with  the  total  amount  of  Shorts  and  Overs,  as  noted  on  the 
Journey  Way  Bills.  When  a  Short  is  more  than  2d.,  the  Journey 
Way  Bill  would  be  sent  to  the  conductor,  along  with  a  notice 
(Form  No.  4)  to  be  signed  by  him.  The  amounts  of  such  Shorts 
would  afterwards  be  entered  into  a  Conductors'  Shorts  Book 
(Form  No.  5),  in  which  all  the  conductors  belonging  to  each 
Depot  would  be  entered  together.  The  total  amount  of  each 
conductor's  Shorts  for  the  week  as  per  this  book  would  be 
deducted  from  his  wages  on  the  Wages  Sheet  {vide  Form  No. 
9).  The  total  amount  of  Shorts  collected  for  the  week  would 
be  added  at  the  foot  of  the  following  week's  Traffic  Revenue 
Return.  Shorts  under  2d.  might,  perhaps,  instead  of  being 
charged  to  conductors,  be  treated  as  afterwards  explained  in 
connection  with  Overs  under  2d. 

Overs.— 

All  conductors'  Overs  (say,  of  2d.  and  above),  as  shown  on 
the  Total  Way  Bills,  would  not  be  included  in  the  Traffic 
Revenue,  but  would  be  placed  to  the  credit  of  Conductor's 
Overs  Account,  after  deducting  the  difference  between  Shorts 
under  2d.  and  Overs  under  2d.  The  latter  will  be  found  to 
invariably  exceed  the  former.  The  amount  in  this  Overs 
Account  might  be  annually  distributed  among  conductors,  say, 
pro  rata  to  their  service  during  the  year  in  which  the  Overs 
have  accnied.  Books  ruled  like  the  Shorts  Book  (Form  No.  5) 
would  be  required  for  recording — 

(i)  Overs  of  2d.  and  above. 

(2)  Shorts  under  2d. 

(3)  Overs  under  2d. 


Ill' 
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Car  Mileage.— 

It  will  be  necessarj-  to  show  the  car  mileage  in  three  different 
sets  of  figures,  the  totals  of  which  should  corresix>n(l  :  — 

(i)  Mileage  for  each  route. 

(2)  Mileage  for  each  Depot. 

{3)  Mileage  for  each  car. 
The  route  mileage  is  required  for  the  purpose  of  working 
out  averages  for  receipts,  as  on  Form  No.  6.  The  Depot 
mileage  is  required  for  working  out  average  costs  of  car  mam- 
tenance,  car  cleaning,  &c.,  at  each  Depot.  The  mileage  for 
each  car  is,  generally,  for  the  purpose  of  showing  the  work  done 
by  each  car,  and  particularly  as  bearing  on  the  service  of  the 

wheels.* 

From  the  regular  number  of  journeys  to  be  performed  on 
each  route,  according  to  the  Time  Tables  in  force,  the  total 
mileage  run  can  be  readily  made  up  if  all  irregularities  are 
reported.  For  this  purpose  a  form  such  as  No.  7  may  be  used. 
The  mileage  of  each  car,  according  to  its  route  number,  is  thus 
ascertained,  and  the  mileage  for  each  route  number  has  only 
then  to  be  allocated  against  the  official  number  painted  on  each 

car* 

Another  method  would  be  for  the  Journey  Way  Bills  to  be 

marked  as  under:  — 

(i)  Any  part  journeys. 

(2)  The  exact  number  of  journeys  where  more  than  one 
are  included  in  the  Way  Bill. 
From  the  bills  thus  marked  the  total  mileage  run  can  be 
made  up  independently  of  the  Time  Tables.  Every  Journey 
Way  Bill  not  marked  for  portion  of  a  journey,  or  for  more  than 
one  would  be  reckoned  as  for  one  complete  journey.  The 
length  of  the  route,  multiplied  by  the  exact  number  of  journeys 
run,  and  any  fraction,  would  give  the  exact  revenue  mileage. 

♦  See  Car  Wheels  Record  Book,  Form  No.  54- 


Whatever  be  the  method,  however,  of  arriving  at  the  exact 
revenue  mileage,  it  is  certainly  more  accurate,  for  all  purposes, 
to  add  to  it  any  distance  to  and  from  the  terminus  and  Depot, 
in  order  to  bring  out  the  gross  mileage  for  which  wages  are 
paid,  power  consumed,  and  maintenance  incurred. 

Car  Hours.— 

On  a  Tramway  system  where  the  speed  (jf  the  cars  on  some 
routes  is  much  greater  than  on  other  routes,  it  is  desirable,  for 
purposes  of  accurate  comparison,  to  show  the  average  earnings 
|>er  car  hour  for  each  route,  and  perhaps,  on  occasion,  also  for 
different  periods  of  the  day.  The  car  hours,  including  all  time 
out  of  the  Depot,  are  easily  ascertainable  from  the  Time  Tables, 
after  allowing  for  reported  irregularities.  This  may  be 
checked  by  the  number  of  journeys  actually  performed  as  per 
the  Way  Bills,  calculated  at  the  gross  time  required  for  the 
journey,  with  an  addition  in  respect  of  time  taken  in  going  to 
and  from  Depot  and  terminus. 

Passengers. — 

From  the  Total  Way  Bills  the  number  of  the  tickets  sold  at 
each  fare  for  the  day  would  be  carried  to  Abstracts  of  Pas- 
sengers carried.  There  would  be  one  abstract  for  each  route. 
By  extending  the  total  number  of  tickets  sold  at  each  fare,  the 
total  receipts  will  be  brought  out.  This  total  should  correspond 
with  the  total  cash  handed  in  after  adding  Shorts  and  deduct- 
ing Overs.  If  the  number  of  passengers  carried  at  each  fare  for 
different  periods  of  the  day  is  desired,  the  tickets  issued  would 
be  abstracted  from  the  Journey  Way  Bills — marked  with  time  of 
collection — instead  of  the  Total  Way  Bills. 

The  number  of  tickets  issued  as  per  each  conductor's  Way 
Bill  would  be  entered  into  the  Punch  Register  (Form  No.  8) 
alongside  the  number  registered  by  the  punch. 
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CHAPTER  III. 


WAGES. 


Tjie  payment  of  tramwaymen's  wages  has  always  been 
troublesome  work.  Different  methods  have  been  tried,  but 
experience  alone  can  discover  the  best. 

Of  the  undesirable  methods  whi(;h  are  apt  to  be  tried  may  be 
mentioned  that  of  paying  drivers  and  conductors  on  the  street 
from  a  machine.  This  system  had  disadvantages  with  horse 
cars,  and,  with  electric  cars,  it  should  be  avoided  if  at  all  pos- 
sible. It  is  apt  to  cause  some  detention  of  traffic,  and  it  is  both 
troublesome  to  the  men  and  trying  to  the  pay  clerks. 

Where  employees  are  required  to  sign  for  their  wages,  receipt 
forms  are  generally  used.  This,  however,  is  a  laborious  and 
unsatisfactory  system.  It  means  that  the  forms  must  first  of  all 
be  written  out  by  the  pay  clerks  and  checked,  then  distributed 
at  the  Depots,  and,  after  collection,  marked  off  on  the  Wages 
Sheets.  If  signatures  are  required  at  all,  a  better  plan  is  to  get 
the  men  to  sign  opposite  their  names  on  the  Wages  Sheet. 
Signatures,  however,  should  not  be  necessary;  the  strictest 
auditor  will  scarcely  insist  up^^n  them,  and  will  doubtless 
consider  a  good  system  of  pay  checks  preferable. 

Recording  Time.— 

The  time  of  drivers  and  conductors  should  be  taken  from  the 
Output  Lists  or  other  returns  from  the  Car  Depots,  showing 
the  number    of  regular,  special,  and  workmen's  cars  out,  men 


employed  thereon,  and  number  of  journeys  run  as  per  Time 
Tables.     A  Depot  clerk  or  other  official  at  the  .Depot  having 
oversight  of  these  men  should  keep  this  time,  as  also  that  of  car 
repairers,  cleaners,  greasers,  &c.,  who  are  engaged  inside  the 
Depot.     For  the    Depot   men    a   board   with    numbered  brass 
checks  may  be  used,  each  man,  on  entering,  being  required  to 
drop  his  check  into  a  slot;  or  automatic  time  recorders  may  be 
provided,  these  having  the  advantage  of  recording,   in  typed 
figures,  the  exact  minute,  not  only  of  each  employee's  arrival, 
but  also  of  his  leaving,  which,  in  a  place  with  open  gates,  is 
desirable.       For     all     employees     whose     time     requires     to 
be  subdivided    among    different    accounts,    special   Allocaticjn 
Returns    should    be    used    i^pide    Forms    Nos.    38,     48,     55, 
68,    and    71).      These    returns    may    be   filled   up   by    some 
of  the  men  themselves,  probably  by  car  repairers  at  Depots, 
and  the  staffs  of  the  Overhead  and  Mains  Departments.     For 
permanent  way  and  car  works  men  it  will,  perhaps,  be  found 
necessary  to  have  such  returns  filled  up  by  the  timekeepers. 

The  official  at  each  place  whose  duty  it  is  to  keep  the  time 
should  enter  it  daily  into  a  duplicate  Wages  Sheet  (Form  9).* 

The  original  sheets  would  be  torn  out  and  sent  to  the  Head 
Office.  The  names  should  be  arranged  in  the  Wages  Sheet 
according  to  occupations  and  rates,  and  should  be  numbered, 
suflicient  blank  numbers  being  left  after  each  class  to  be  taken 
up  as  required.  Where  Allocation  Returns  are  received  in 
addition  to  a  Daily  Record  being  kepi,  a  careful  comparison 
should  be  made  and  the  returns  certified.  Each  Wages  Sheet 
should  be  certified  by  the  oflScial  who  has  taken  and  entered  the 
time,  and  also  by  the  foreman  or  other  official  in  charge.     All 


_ Duplicate  Wa^fs  Shct,ts  h.ivc  obvious  .ulvaiila«t-s.  Tlit' ihiplicatr  is  aluavs  avail- 
able for  cmnpanson,  which  is  a  safeguard  against  eiUrics  bein«  made  on  ilif  ori-iiial  after 
It  leaves  the  Depot.  The  necessity  for  writing  out  a  copy  for  reference  at  the  Depot  Otlice 
IS  also  dispensed  with. 
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time  should  be  mirked  in  Wages  Sheet  according  tu  a  general 
code,  such  as  the  following :  — 

I.  Full  day's  work. 

H.  On  holiday  (with  pay). 

L.  Absent   with   leave   (extension   ol    holiday   without   pay, 

or  other  authorised  absence  without  pay). 
A.  Absent  without  leave. 
Y.  Time  in  yard  (stating  number  ol  hours;. 
S*  Sick. 
Sp.   Suspenfled. 

Weekly  wages  are  recommended,  the  week  running  from 
Simdny  to  Saturday  inclusive.  Sunday  is  thus  left  f..r  the  c(,mple- 
tion  uf  the  Wages  Sheets  at  the  Depots.  iVc..  so  that  they  can  he 
gent  to  the  Heftd  ( )flfice  nn  Monday  morning.  Locked  tins,  in 
which  the  iiheets  can  be  rof/n/,  will  be  founri  suhablc  fnf  their 
cyttveynric©. 

Ctutcking  Tim*.- 

Ooiirrivttlnflhc  Wagew  Sho«ti»  at  tht?  JkmtU)lli<'c,ihctimt!©x- 
tetwiomi  »»hould  be  checked,  and  ivn  abMlraci  (I'omu  Sn.  10)  ina«W 
ti)i  [fom  lh«r«  nhowing  thr  number  of  iMch  cIunk  m  1  mployecK 
mdi  diiy  11  mvU  Ui3i>«H,  with  nverttgen  wrought  out  p.r  cm,  [nt 
mt  mlk  iki'.  Fr^m  ihi'*  abMlracl  tht^  Hggicgale  time  cnicrcd  in 
«i€h  WltgfH  Sheet  would  be  checked  acc«»rtling  to  the  kiuiWU 
requiremmUi  ui  die  »iervi«e.  Any  oxctfUi  ai  "tut  I)c|m.i  over 
«,M.thri  UMuld  ihuH  be  brought  out,  and  vnM  \m  prompily 
i\m\[  with. 

Rilff  Pni^r^a  una  Chucked.  - 

ThtJ  raifih  fl  ^N.»«i^>»  '»i«"i«l«*  *"^'  i*'»U^rc<l  in  Wugeb  Hheeih  by  dtu 
i.mu.d.'.  vshu  ;uc  lu.poiiMhlc  !..»  (he  mitrking  nl  ihc  nmc  I'ur 
thp  mMRr>  »'l  thv^^-  '  »'^^^-  ho^uyci,  the  IMS   clcrkh  hhotild  U 
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responsible,  and  the  rates  entered  should  be  c(jmpared  by  them 
with  those  in  the  previous  week's  sheet.  Kates  might  be 
advanced  as  per  special  Recommendation  Notes  from  Duplicate 
Book  (Form  No.  11).  Both  forms  would  be  sent  to  the  Head 
Office,  one  being  certified  by  the  official  in  charge  of  the  men 
and  by  the  general  manager,  and  the  other  returned  with  the 
dates  filled  in  when  advances  lake  effect.  As  will  l)e  seen  on 
Form  No.  9,  the  Wages  Sheet  has  a  column  for  length  of  service. 
The  service  of  each  man  can  in  this  way  be  automatically 
carried  forward  week  by  week  by  the  addition  of  one  to  the 
previous  week's  service.  This  is  a  vahiable  adjunct  to  the 
Wages  Sheets,  and  serves  as  a  check  (»n  the  rates  of  mII 
employees  who  are  advanced  according  to  length  of  service.  It 
will  be  found  convenient  to  have  the  ri'Cdnunendalions  for 
advances  liled  f(»r  reference  both  at  the  Head  Office  and  at  the 
Hillside  offices. 

Wtftfg  ihtiti  ixtendttd  and  Cheiked.» 

Th©  WrtgeH  SheelM  should  \m  iKlentled  by  (he  pay  clerks, 
each  clerk  eMending  the  wheetN  fj=oui  which  he  in  to  pa\.  and 
ftnuther  checking  dtcm.  DcduciiouH  should  In-  ent«-red  in  the 
c«»liimnH  f(»r  the  purptrnt*.  The  <'.iliinui  heiuled  "  !•.  S."  ih  lor 
I''riendly  SocitMy  ( 'onlrilnitioiiH.  t 'ondiiciois'  ShorlH  wotild  |u* 
entered  limn  a  "yh,,iu"  Hook  mad(  np  honi  ihc  \\a\  ItilU, 
ClitiiUH  agiiiii^i  ciMplityecH  wiaild  be  entered  hum  a  riaiiHH 
AcciiuniH  Keiidercd  liook.*  The  SheelH  would  iIudi  bn 
ehiicked  an  to  linu',  rate.s,  and  amntiniN  liehuv  pi)m;'iH  In 
coniUK  need. 

PnymtJiU  (if  Wm«ii 

The  inp'u  and  liaffic  waj  c  >  liMild  lu-  paid  ai  \\\v  inipoij*, 
lie  \i\\  (  letk  lemaiuiiig  al  each  iHpa  miul  du   cuinv   Ma  ft  has* 


tihui  |.^  iMvt:|„iH  torvvuli  .uu^nim  Uitiua  U(  f.Uu w.  U'  .HkUMiu    Kl  ,»  v;|>um 
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III 


li!> 


rotated.  On  the  morning  of  payment  each  employee  would  be 
handed  at  the  Depot  a  brass  check  bearing  his  occupation  and 
Wages  Sheet  number.  These  checks  might  be  in  three  shapes, 
and  lettered  and  numbered  for  each  Depot  as  under :  — 


At  the  Depots  the  checks,  when  not  in  use,  should  be  kept 
hung  on  a  folding  board,  which  should  be  locked.  Each 
employee  would  hand  his  check,  and  state  his  name,  to  the  pay 
clerk,  the  latter  ticking,  in  indelible  pencil,  the  amount  in  the 
Wages  Sheet  as  paid.  At  the  Head  Office  the  amounts  ticked 
on  the  Wages  Sheets  should  be  compared  with  the  checks 
brought  back.  After  comparison,  the  checks  would  be 
returned  to  the  Depots  in  the  locked  tins  which  convey  the 
Wages  Sheets,  these  tins  having  a  removable  wire  arrangement 
to  hold  the  checks  securely. 

All  lying  times  should  be  paid  at  the  Head  Office  by  a  pay 
clerk  there  from  certified  duplicate  lines  (Form  No.  12).  A 
pay  check  should  not  be  given  to  an  employee  who  is  granted 
a  line  for  lying  time.  To  prevent  any  chance  of  amounts  being 
twice   paid   no   lying   time   lines   should   be   granted   f^^  ^"^e 


f  Abbreviation  for  name  of  I>t'iH)t. 

^^V^^'lnd'-Cu^^  --^   "Conductor.-     "  Depot  •  s.«nihei  an 

employee  en«a«ed  u-ithin  the  depot. 


entered  on  Wages  Sheets  which  have  been  sent  to  Head  Office. 
A  clear  method  of  treating  in  the  Wages  Sheets  payments  for 
lying  time  is  to  add  them  at  the  end  of  their  respective  sheets, 
throughout  which  are  unextended  entries  for  the  time  wrought. 
At  these  unextended  entries  reference  notes  should  be  made  to 
the  amounts  added  at  the  end  of  the  sheet. 

In  paying  wages  at  the  Depots,  it  will  be  found  that,  as  the 
men  do  not  come  forward  very  quickly,  or  in  numerical  order,  the 
cash  can  quite  readily  and  accurately  be  counted  down  on  the 
spot.  Indeed,  to  have  such  wages  made  up  beforehand,  say  in 
tins,  would  involve  a  needless  waste  of  time.  The  same  method 
of  paying  can  be  applied  to  Permanent  Way  employees,  who  may 
be  scattered  in  distant  squads,  and  who  cannot  come  up  numeri- 
cally to  the  vehicle  from  which  it  is  necessary  to  pay  in  order 
to  avoid  bringing  the  men  a  distance  in  paid  time. 

For  paying  Works  employees,  however,  round  tins,  with 
numbered  lids,  are  most  serviceable.  These  tins  may  be  placed 
on  trays  divided  in  sections  to  tit  the  tins,  and  the  trays  con- 
veyed in  a  strong  shelved  box,  securely  l(jcked.  By  this  method 
some  hundreds  of  men  can  be  paid  in  a  very  few  minutes,  and 
the  rotation  of  the  men  may  be  varied  week  by  week  to  give 
equal  chances  of  tirst  payment.  The  cash  for  such  wages  would 
all  be  balanced  before  commencing  payment. 

Holidays  with  Pay.— 

If  holidays  with  pay  are  granted  after  a  certain  lungth  of 
service,  the  dat^s  will  probably  be  balloted  for  at  the  Depots, 
&c.  Into  a  Duplicate  Book  (Form  No.  13)  would  be  entered 
the  Pay  Check  No.,  Name,  Senice,  and  Date  balloted  for,  for 
each  employee  entitled  to  holidays  with  pay.  The  original  form 
would  be  sent  to  Head  Office,  and  the  duplicate  retained  in  the 
book  at  the  Depot.  All  the  names  for  each  period  w(juld  be 
entered   together,    and   the   periods    would    be   chronologicallv 
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arranged.  The  return  would  thus  show  at  a  glance  how  many 
men  should  be  on  holiday  at  any  particular  time.  The  pay 
clerks  would  check  the  returns  with  length  .)f  service  of  each 
man  as  entered  in  the  Wages  Sheets.  When  holidays  are 
granted,  the  holiday  time  would,  of  course,  be  entered  by  the 
Depot  clerk  in  the  Wages  Sheet,  and  recorded  on  his  Duplicate 
Holiday  Return  ;  and,  when  extended  and  paid  by  pay  clerks, 
would  be  recorded  on  the  originals  of  the  Holiday  Returns 
kept  by  them. 

Piecework  Contracts.— 

In  connection  with  the  works,  contract  prices  w.uld  probably 
be  fixed  to  allow  the  workers  to  earn  .)n  the  average  a  certain 
percentage,  say  threu-eighths,  more  than  their  wages  would 
amount  to  at  their  ordinar)-  rates  per  hour.  An  agreement 
(Form  No.  14)  would  be  signed  by  the  workers  on  accepting  a 
contract. 

During  the  currency  of  a  contract,  the  men  engaged  on  it 
would  b^paid  their  wages  each  week  for  the  exact  time  wrought 
at  their  ordinary  rates  per  hour.  At  the  conclusion  of  the  con- 
tract a  statement  (Form  No.  15)  would  be  made  up,  showing 
the  wages  paid  to  each  man,  and  bringing  out  the  balance  due 
on  the  whole  contract.  This  balance  would  be  entered  in  the 
Wages  Sheet. 

In  order  to  show  clearly  the  average  earnings  on  each  contract 
over  a  period,  and  to  be  in  a  position  to  reduce  a  contract-price 
whenever  the  average  earnings  exceed  the  limit,  the  particulars 
from  the  Contract  Forms  should  be  entered  into  an  Abstract 
Contracts  B(K>k  (Form  No.  16),  all  rontrai^ts  of  each  class  being 
entered  together.  At  any  point,  or  for  any  ptrKjd,  these  can 
be  added  up  and  averaged. 
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Balancing. — 

On  the  (lay  after  all  the  wages  are  paid,  the  summations  of 
the  Wages  Sheets  would  be  completed  and  checked  by  different 
clerks,  and  earh  sheet  stamped  and  certified  as  under:  — 


Extensions 

Done  by 

Checked  by 

Additions 

i 

Examined  by 

The  pay  clerks  would  enter  into  an  Unpaid  Wages  Book 
(Form  No.  17)  all  wages  unclaimed,  and  square  off  the  Shorts 
and  Claims  Books  for  Shorts  and  Claims  collected  by  them. 

Each  pay  clerk  would  make  out  a  statement  (Form  No.  18) 
of  all  his  receipts  and  payments,  the  balance  of  which  should 
agree  with  the  cash  he  has  left  over.  The  totals  of  these 
statements  would  be  embodied  in  an  abstract  (Form  No.  19). 
The  cash  balances  would  be  paid  over  to  the  cashier,  who 
would  sign  each  pay  clerk's  statement  for  the  amount  received 
back.  The  Cash  Book  entries  would  be  made  from  the 
abstract.  This  balance  should  be  effected  before  the  next 
week's  Wages  Sheets  come  in,  and  should  leave  the  pay  clerks 
without  a  penny  on  hand,  ready  to  commence  the  new  week 
unhampered  by  anything  connected  with  the  week  which  has 
gone. 

Weekly  Analytical  Statement  of  Wages.— 

As  the  Wages  Sheets  are  brought  back  after  payment  an 
inside  clerk  in  the  Wages  Department  should  be  engaged  pre- 
paring from  them  an  analytical  statement  (Form  No.  20)  of  the 
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wages  paid,  showing  also  the  number  of  Cars,  Car  Mileage,  and 
resulting  averages,  as  well  as  the  figures  for  the  preceding 
week,  and  for  the  corresponding  week  of  the  previous  year. 

To  Form  No.  21,  which  may  be  used  as  a  Cash  Book 
Voucher,  the  totals  from  Form  No.  20  would  be  carried.  Form 
No.  21  provides  the  figures  analysed  exactly  as  required  for  the 
Revenue  Account  in  the  published  report.  These  amounts  for 
the  52  weeks,  if  entered  on  a  large  abstract  under  the  different 
headings,  will  provide  the  exact  figures  for  the  year's  Revenue 
Account. 

Auditing  Wages  Sheets.— 

Apart  from  the  professional  audit,  it  is  desirable  that  the 
Wages  Sheets  should  be  carefully  audited  by  an  official  who  is 
neither  a  pay  clerk  nor  cashier.  Such  departmental  audit 
should  embrace  the  entire  wages  work,  of  which  varying  por- 
tions could  b^  done  weekly.  The  following  points  are 
suggested: — 

Time. Check  extensions  of  total  days  or  hours  for  each  man. 

For  motormen  and  conductors  see  that  any  short  time 

of  one  man  is  paid  to  another. 
Note  any  excess  time  beyond  normal  requirements. 
2^^/^^. —Check  with  length  of  service  all  rates  not  increased. 

Check  with  length  of  service  and  Advance  Notes  all 
rates  increased,  and   verify   dates   when   advances 
are  to  take  effect. 
Ex1cn$iom.—C\iQc\i  amount    of    wages    extended    for  each 

employee. 
Additions.— ChGQ\i  addition  of  every  page  of  Wages  Sheets. 
Brass  Checks.— U^xk  off  Wages  Sheets  with  checks  received 
by  pay  clerks  in  exchange  for  wages. 


Length  of  Service. — Check  length  of  service  entered  for  each 
employee  by  addition  of  one  week  to  service  as  at 
previous  week. 

Holidays. — Check  with  Holiday  Returns  (Form  No.  13)  all 
amounts  entered  on  Wages  Sheets  for  holidays. 

Deductions. — Check  deductions  entered- in  Wages  Sheets  for 
Friendly  Society  Contributions,  Shorts,  and  Claims 
with  the  respective  hooks. 

Check  pay  clerks'  Counterfoil  Receipt'  Books  with 
payments  entered  in  Claims  Book. 

Transfers. — See  that  all  transfers  of  men  from  one  Depot  or 
class   to   another   are   properly   given   effect   to   in 
Wages  Sheets. 

Audit  Book. — Record  all  errors,  omissions,  and  irregularities 
of  every  kind  in  Wages  Audit  Book  each  week. 

The  W\ages  Sheets  should  be  arranged  in  weeks,  and  paged 
for  binding  at  suitable  inten^als. 


CHAPTER  IV. 


GENERAL    STORES. 


What  is  aimed    at   is   a   complete    and    accurate  system  of 
requisitioning,     purchasing,     receiving,     storing,     issuing,     and 
accounting  f.)r  all  stores  which  will  be  sufficiently  simple  to  be 
easily  carried  out.     Electric  traction  materials  embrace  many 
items  which  are  costly,  and  require  to  be  closely  accounted  for. 
For   overlooking   the    requisitioning,    receiving,    storing,    and 
issuing  of  the  goods  there  should  be,  in  a  large  undertaking,  a 
General  Stores  Superintendent,  with  an  all-round  knowledge  of 
the  goods.     He  would  see  th^.t  the  stock  in  all  the  stores  is 
kept^'up;  that  new  goods  required  are  timeously  requisitioned; 
that  all  goods  received  are  promptly  and  properly  examined, 
and  all  shortages,  defects,  or  deviations  from  order  or  contract 
immediately    advised.      He    would    see    that    materials    are 
svstematicallv    arranged    in    the    stores,    and    sent    out    against 
proper  requisitions.     He  would  weed  out  obsolete  items,  and 
keep  a  keen  eye  on  scrap.     He  would,  in  short,  attend  to  the 
handling  and  all  the  practical  work  of  the  stores,  and  see  that 
all  the  accounting  requirements  are  strictly  carried  out.     The 
value  to  the   interests  of  the  undertaking  of   an   official   who 
intelligently  and  umiringly  does  this  work  in  perfect  co-opera- 
tion with  the  accoumant  is  very  great.     The  best  system  of 
accounting  is  useless  unless  the  (outside  arrangements  are  dove- 
tailed into  it.     Premising  this  essential  condition  the  principle 
may  be  laid  down  that  all  stores,  except  such  as  it  is  found 
more  convenient  or  economical  to  receive  where  they  are  to  be 
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used,  should   be   delivered   direct   to   a   General  Store  as  the 
distributing  centre. 

Numerical  List  of  Stores.— 

The  adoption  of  a  Standard  List  of  Stores,  in  which  each 
article  will  have  its  fixed  description  and  number,  may  almost 
be  said  to  be  a  necessity  for  the  proper  and  economical  control 
of  stores  on  a  large  scale.  The  goods  in  all  the  stores  would 
be  arranged  in  bins  or  compartments,  and  these  numbered  in 
accordance  with  the  list,  which  would  thus  be  a  complete  index 
to  the  Stores.  A  classification,  somewhat  on  the  following 
lines,  might  be  found  suitable:  — 


Article 

No. 


SECTION     A. 


I  to  590  I  Bolts,  Nuts.  Washers,  Screws.  Nails.  Rivets,  Pins,  and 
j  Sundry  Ironmongery  including :— Locks,  Lock  Furniture, 

I  Hooks.  Tower  or  Slip  Bolts,  Oil  Cans  and  Measures, 

Oil   Lamps,   Gauge    Glasses    and    Lubricators.   Wire, 

Glasspaper,  Emery  Cloth,  &c.,  &c. 


I  to  152 


I  to  103 


I  to  416 


I  to  46 


I  to  176 


SECTION    B. 

Iron,  Steel,  Brass,  Copper,  Muntz  and  White  Metal  Bars, 
Rods,  Sheets,  &c. 

SECTION    C. 

Water,  Gas  and  Steampipes  and  Fittings,  and  Brass  and 
Copper  Tubing. 

SECTION    D, 

Workshop  and  Hand  Tools,  Machine  Tools,  and  Cast  Steel 
for  Tools. 

SECTION    E. 

Castings,  Unfinished.  Cast  Iron,  Malleable  Iron,  Cast  Steel, 
Brass,  Gun  Metal,  Phosphor  Bronze,  and  White  Metal, 

SECTION    F. 
Oils,  Paints,  Varnishes,  &c.,  and  Painters'  Tools. 
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I  to  82 


1  to  75 


1  to  435 


I  to  300 


I  to  613 


I  to  S93 


I  to  20 


SECTION    G. 
India  Rubber  and  Asbestos  Goods. 

SECTION    H. 
Stable  Saddlery  and  Shoeing  Requisites  (except   Shoeing 
Iron). 

SECTION    I. 

Sundries,  (not  Electrical)  :— 

Leather  Belting,  Ropes  and  Twines,  Canvas  Collar 
Check,  i&c.,  Chains.  Springs,  Shovels.  Picks  and  Clawts, 
Brushes.  Brooms,  and  Handles  for  Tools  and  Brushes, 
Buckets  and  Pails,  Soaps.  Waste,  Sponges  Dusters, 
Polishing  Paste.  Chamois  Skins,  Sacarbolate  &c., 
Sundry  Vehicles'  Material.  Glass,  Enamelled  Plates, 
Acids,  Punch  Repairing  Material,  Fire  Clay  Goods, 
Lime  and  Cement,  and  Movable  requisites  for  Cars. 

SECTION    J. 

Sundries,  (Electrical)  :— 

Insulating  and  Binding  Tapes  and  Insulating  Pamts, 
Cables  and  Wires,  Carbon  Brushes,  Electric  Light 
Fittings  (including  Lamps),  Ebonite,  Fuses. 

SECTION    K. 
Permanent  Way  Materials  (including  Bonds). 

SECTION    L. 
Ducts,  Feeder  Cables,  Manholes  and  relative  supplies. 

SECTION    M. 

Overhead  Equipment. 

SECTION    N. 

Car  Parts  (Mechanical)  :— 

Brill  Truck,  Hand-brake  Gear,  Lifeguards,  Draw  Gear, 
Sand  Gear.  Gongs.  Dashes,  Car  Body,  Doors,  Stairs, 
Seats,  &c.,  &c. 

SECTION   O. 

Car  Parts  (Electrical)  :— 

Motor.  Controller.  Lightning  Arrestor.  Choke  Coil  and 
Fuse  Box.  Resistances.  Auto.  Cut-out,  Canopy  Switch, 
Electric  Bells.  Distribution  Block  and  Terminals.  &c., 
Trolley  Standard  and  Parts,  Car  Wiring. 


SECTION   P. 


Scrap. 


This  List 


provides  both  for  combinations- of  parts,  and  for  the 
detailed  parts  themselves. 
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For  the  detailed  arrangement  of  the  list  the  following  example 
is  submitted : — 
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The  method  of  describing  the  items  would  be:— A  3  H  signifvinsr 

it  \  ^  K  f"^  '■°""''  ^^''■-  ''°'*^  ^""^  ""«s-  ^t  will  generally  be  better, 
at  least  at  first,  to  write  on  all  forms  the  descriptions  as  well  as 
the  reference  letters  and  numbers. 
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In  the  Annual  contracts,  in  Enquiries  and  offers,  in  Requi- 
sitions,    Orders,    Advice    Notes,    Invoices,    Dispatch     Notes, 
Consumpt  Returns,  and  Stock  Accounts  the  list  number  and 
description    of   each    article    would    be    quoted.      Plurality    ot 
descriptions  and  erroneous  and  inadequate  descriptions  would 
thus  be  impossible.     The  utility  of  the  list  would  be  greatly 
increased  by  including  in  it  illustrations  of  parts,  principally 
electrical,  with  their  list  numbers.     Some  businesses  find  it  con- 
venient to  work  with  lot  numbers— that  is,  earh  lot  received  is 
given  a  number,  and  is  dealt  with  under  that  number  until  used 
up  or  disposed  of.    This  method  appears  to  have  been  tried  for 
Tramway  work,  but  a  little  consideration  will  at  once  prove  its 
inadaptability.      The    numerical    list    hertf    recommended    is 
infinitely   simpler  and  more  serviceable.     It   systematises   and 
'facilitates  the  entire  work— requisitioning,  purchasing,  receiving, 
storing,  distributing,  accounting  fur,  and  pricing.     Without  the 
Numerical  List  of  Stores  the  most  careful  working  will  not  pre- 
clude a  great  deal  of  confusion  and  trouble  ;  with  it,  accuracy 
is  made  incalculably  easier,  and,  indeed,  practically  imvitable. 

Requisitioning:  Stores  to  be  Purchased.— 

In  a  Triplicate  Requisition  Book  (Form  No.  22)  kept  at  the 
General  Store,  all  supplies  to  be  ordered  for  General  Stores 
(which  would  include  everything  not  requiring  to  be  delivered 
direct   elsewhere)   would   be   entered,    each    requisition   being 
certified  by  the  Stores  Superintendent.     The  original  would  be 
retained  in  the  book.     The  duplicate  and  triplicate  would  be 
sent  to  the  Head  Office  (Purchasing  Department).    The  former 
would  be  submitted  to  the  General  Manager,  or  Engineer,  or 
perhaps  both,  for  approval  and  certification.   In  the  Purchasing 
Department  the  order  number  and  the  name  of  the  firm^  from 
whom  goods  are  ordered  would  be  entered  on  the  triplicate, 
which  would  be  returned  to  the  stores  clerk.    As  the  goods  are 
received  the  dates  and  quantities  would  be  entered  on  these 


requisitions.  (In  the  case  of  articles  requisitioned  which  the 
Purchasing  Department  cannot  order  at  the  time,  the  latter 
would,  when  such  goods  are  ordered,  at  once  advise  the  stores 
clerk  of  order  number  and  name  of  the  party  to  whom  the  order 
has  been  sent.) 

Ordering  Stores.— 

No  goods  would  be  supplied  without  an  official  written  order 
(Form  No.  23)  from  a  Duplicate  or  Triplicate  Book.  The 
goods  would  be  ordered  by  their  article  numbers  and  descrip^ 
tions,  as  per  the  Numerical  List.  On  the  orders  would  be 
quoted  the  price,  delivery  date  and  place,  and  account  charge- 
able. (It  is  assumed  that,  for  goods  not  included  in  annual 
contracts,  competitive  offers  would  generally  be  taken,  and 
prices  fixed  before  ordering.)  It  will  be  noticed  that  the  order 
form  contains  an  instruction  that  the  goods  must  be  accom- 
panied by  a  detailed  Advice  Note  giving  article  and  order 
numbers,  and  that  these  would  also  be  quoted  on  a  priced 
invoice,  to  be  sent  on  dispatch  of  the  goods.  From  Advice 
Notes,  dates  and  quantities  of  all  deliveries  would  be  at  once 
recorded  on  the  orders  in  pencil,  and  inked  over  when  the 
invoices  are  passed.  (This  will  tend— in  addition  to  other  pre- 
cautions in  checking  accounts  at  the  General  Store — to  prevent 
accounts  being  twice  passed.)  It  may  be  found  sen-iceable  to 
annex  to  certain  orders  a  slip,  to  be  filled  up  and  returned  by 
the  receiver,  acknowledging  and  accepting  the  order  at  the 
price  and  delivery  date  named. 

Where  there  is  any  trouble  in  getting  deliveries  as  stipulated, 
a  good  method  is  to  have  the  Order  Book  in  triphcate  form,  and 
to  classify  the  triplicates  (the  duplicates  would  be  sent  out) 
according  to  the  deliver)'  due  dates.  The  order  clerk  would 
thus  have  before  him  each  day  everything  due  for  delivery  that 
day,  and  could,  where  necessary,  send  timely  reminders  to 
contractors. 
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Receiving  Stores  Purchased.— 

All  goods  received  should  at  once  be  checked  with  Advice 
Notes,  which,  if  correct,  would  be  stamped  and  initialled  as 
under — 


Goods  Received  by    

„       Examined  by 

„      Charged  to A/c. 

„       Entered  by P/ 


1 

lit 


i>  I 


The  space  "  Goods  Examined  by  "  would  be  initialled  by  the 
Stores  Superintendent,  who  would  examine  the  goods  received 
with  the  accepted  samples. 

The  particulars  of  the  goods  would  be  entered  into  a  Dupli- 
cate Goods  Received  Book  (Form  No.  24).  This  would  be 
done  at  once,  and  especially  if,  by  some  mischance,  an  Advice 
Note  is  not  received  ^^^th  the  goods.  The  signed  Advice 
Notes  would  be  sent  daily  to  Purchasing  Department,  with  par- 
ticulars of  any  deliveries  that  may  ha\e  been  unaccompanied 
by  Advice  Notes.  From  these  notes  the  invoices  would  be 
checked  as  to  quantities.  The  perforated  originals  from  the 
Goods  Received  Book  would  be  sent  to  the  Accountant's 
Department,  and  would  there  be  checked  with  and  priced  from 
the  allocated  invoices  and  postings  of  quantities  and  prices 
made  to  Stock  Accounts  (Form  No.  28). 

Issuing  and  Allocating  Stores.— 

Requisitions  from  Depots,  &c.,  to  General  Stores  (Form  No. 
33)  are  referred  to  in  Chapter  VI.  They  would  only  be 
executed  after  being  certified  by  the  General  Manager  and/or 
the  heads  of  the  departments  interested,  and  the  Stores  Superin- 
tendent.     On    each    requisition    would   h^    stated    the    Store 


Account  or  other  general  account  to  which  the  goods  are 
chargeable  as  from  General  Stores.  Goods  would  be  issued  to 
Works,  if  adjoining  General  Stores,  against  requisitions  as  per 
Form  35.  Any  items  in  the  requisitions  which  are  not  in  stock 
would  be  entered  into  an  Unfulfilled  Requisitions  Book  (Form 
No.  25),  and  marked  off  there  when  dispatched.  The  requisi- 
tions would  be  kept  numerically  arranged  for  each  Depot.  The 
storekeeper  or  assistant  who  dispatches  goods  would  initial  the 
items  on  the  requisitions.  If  this  is  done  it  will  be  known,  when 
there  is  any  mistake  as  to  quantity,  who  has  attended  to  the 
requisition.  In  the  case  also  of  stock  of  a  particular  item 
going  down  without  being  reported  it  will  be  known  who  has 
handled  it  last.  From  the  initialled  requisitions  the  stores  clerk 
would  make  out  Dispatch  Notes  from  Triplicate  Book  (Form 
No.  26).  It  will  be  noticed  that  the  Dispatch  Note  contains 
the  Requisition  Number,  Article  Number,  and  Account  Charge- 
able. The  original  and  duplicate  would  accompany  the  goods. 
The  duplicate  would  be  retained  by  the  receiver,  who  would 
sign  the  original,  certifying  the  correct  receipt  of  the  goods, 
and  return  it  to  the  General  Store.  When  the  quantity 
received  disagrees  with  that  on  Dispatch  Note  the  receiver 
would  get  a  colleague  to  check  and  certify  the  Dispatch  Note 
along  with  himself.  The  receipt  of  the  signed  original  at  the 
General  Store  would  be  recorded  in  the  space  for  the  purpose 
on  the  triplicate  retained  in  the  Dispatch  Book.  The  signed 
originals  would  then  be  sent  to  the  Head  Office,  where  they 
would  be  copied  into  General  Stores  Issues  Allocation  Sheets 
(Form  No.  27);  or,  to  save  writing  and  show  the  actual 
receipts  opposite  the  allocated  figures,  the  signed  originals 
might  be  pasted  on  to  the  left-hand  side  of  the  Allocation 
Sheets.  The  Dispatch  Notes  would  be  either  entered  or  pasted 
in  numerical  order,  thus  ensuring  that  there  are  no  missing 
Dispatch  Notes.  These  Allocation  Sheets  would  be  priced 
when   being  posted   to   the   General    Stores    Stock   Accounts, 
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afterwards  mentioned.  When  purchase-prices  of  an  article  have 
varied,  the  oldest  stock  would  always  be  charged  out  at  its 
purchase-price.  The  price  charged  for  each  quantity  issued 
could  be  entered  in  the  Stock  Account.  By  this  method 
the  balance  of  the  Stock  Account  will  always  repre- 
sent, as  nearly  as  possible,  the  cost  of  the  goods  on  hand, 
proving  that  those  issued  ha^•e  been  property  priced.  Where 
large  quantities  of  stores  are  used,  and  prices  vary,  the  import- 
ance of  accurate  pricing  is  obvious.  Large  discrepancies  may 
easily  arise  if  this  is  not  carefully  observed. 

An  abstract  of  the  General  Stores  Issues  Allocation  Sheets 
would  be  kept,  showing,  for  each  week,  the  total  amounts 
debited  against  the  various  accounts.  These  accounts,  as  will 
be  seen,  are  principally  Store  Accounts,  so  that  no  sub-di^^sion 
showing  the  amount  for  each  article  is  necessary.  In  a  small 
undertaking,  or  in  one  where  Depot  Stores  are  not  kept,  it  will 
doubtless  be  advisable  to  sub-divide  the  material  issued  from 
the  General  Store,  bringing  out,  as  explained  elsewhere,  the  cost 
of  the  consumpt  of  each  distinct  item  of  stores.  These  would, 
of  course,  be  worked  out  in  averages  per  car,  or  car  mile,  for 
purposes  of  comparison. 

Stock  Accounts.— 

The  necessity  for  a  Stock  Account  for  each  item  of  stores  is 
obvious.  It  provides,  as  already  indicated,  a  correct  basis  for 
pricing  issues;  but,  what  is  of  more  vital  importance,  it  pro- 
\-ides  a  check  on  the  stock  itself.  The  example  (Form  No.  28) 
shows  the  stock  at  the  beginning  of  the  financial  year ;  and  also 
the  various  receivals  posted  from  the  duplicates  from  the 
General  Stores  Received  Book.  The  issues  are  posted  from 
the  duplicate  Dispatch  Notes  (signed  by  receivers),  which,  as 
already  explained,  are  entered  into  or  affixed  to  the  General 
Stores  Issues  Allocation  Sheets.  It  is  recommended  that  the 
stock  of  a  certain  number  of  items  should  be  taken  in  rotation 


every  week,  and  recorded  in  the  Stock  Accounts  in  the  column 
for  the  purpose.  Discrepancies  should  be  carefully  investi- 
gated. If  the  stock  has  been  correctly  taken  on  the 
last  occasion,  and  all  the  postings  are  right,  there  should 
be  no  discrepancy,  assuming  that  the  goods  have  been 
properly  handled.  The  system  would  be  such  that  no 
goods  could  be  received  without  being  entered  in  the 
Goods  Received  Book,  because  all  the  entries  therein 
are  checked  with  allocated  invoices.  Nor  could  any  stores  be 
issued  without  being  entered  in  Dispatch  Book,  because  the 
vanman  could  not  load,  and  the  receivers  could  not  receive,  any 
article  unaccompanied  by  a  Dispatch  Note.  A  considerable 
shortage  must,  therefore,  mean  mishandling  in  some  way  within 
the  General  Store.  The  inference  is  obvious.  Probably,  how- 
ever, it  is  largely  as  a  deterrent  that  Stock  Accounts  are  of 
value.  The  mere  knowledge  among  the  staff  that  there  is  a 
close  system  of  accounting  for  every  item  must  tend  towards 
both  accuracy  and  honesty. 

It  is,  of  course,  impossible  in  a  large  store  to  have  the  entire 
stock  taken  exactly  as  at  the  date  of  a  balance.  Allowing  for 
the  carrying  on  of  the  regular  work  of  receiving  and  issuing, 
many  days,  even  some  weeks,  may  be  necessarj'  for  complete 
and  careful  stocktaking.  It  is,  therefore,  suggested  that  ample 
time  be  taken  to  ensure  absolute  accuracy  in  stocktaking,  and 
that  the  stock  of  each  item  on  the  date  on  which  it  is  taken  be 
carried  into  its  Stock  Account.  This  stock,  plus  any  postings 
for  subsequent  receivals  and  minus  any  postings  for  subsequent 
issues  up  to  the  date  of  the  balance,  would  give  the  figure  to  be 
included  in  the  Stock  Sheet,  and  to  be  brought  down  in  the 
Stock  Account. 

It  may  here  be  suggested  that  for  Stock  Accounts  the  Loose 
Leaf  Ledger  system  is  specially  suited.  From  an  experience  of 
Bound   Ledgers,    the   Card   system,    and,    finallv.    Loose   Leaf 
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Ledgers,  the  writer  can  testify  to  the  undoubted  advantages  of 
the  last  method  over  the  others.  Among  the  disadvantages 
of  the  bound  book  are :  — 

(i)  New  accounts  or  pages  cannot  be  inserted  in  books  when 
and  where  occasion  arises,  and  blanks  are  sure  to  be 
required  where  they  have  not  been  provided. 

(2)  At  balance  time  the  accounts,  being  in  book  form,  cannot 

be  distributed  among  a  number  of  clerks  to  be  quickly 
dime  up. 

(3)  At  the  end  of  the  financial  year  some  of  the  accounts 

may  be  filled  up,  and  there  may  be  no  room  to  transfer 
them.  Consequently  there  is  the  expense  of  a  new 
Ledger,  and  the  labour  of  opening  some  thousands  of 
new  accounts  in  it,  while  the  other  work  is  going 
behind. 
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"Premier,"*  but  with  a  locking  arrangement,  they  are  exceed- 
ingly handy  for  posting.  Sheets  can  be  added,  shifted,  or  with- 
drawn at  will.  No  wholesale  opening  of  new  accounts  is  neces- 
sary. A  fresh  sheet  is  merely  introduced  where  and  when 
required,  and  the  old  one,  if  not  for  the  current  year,  taken  out 
and  put  away.  The  objection  may  be  made  to  Loose  Leaf 
Ledgers  that  they  are  loose,  and  that  consequently  accounts 
may  go  astray.  In  the  writer's  experience  not  a  single  account 
has  ever  gone  amissing.  But  if  it  did,  another  account  could 
be  made  up,  from  the  date  of  the  last  stocktaking,  from  the 
records  of  receivals  and  issues  from  which  the  original  postings 
were  made. 


May  be  had  from  G.  Edwards  &  Co.,  Queen  Street,  Manchester. 


iri 
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The  Card  system  does  away  with  the  foregoing,  but  it  has 
seme  disadvantages  of  its  own:  — 

(i)  Cards,  cut  in  index  form,  are  expensive. 

(2)  For  the  general  purposes  of  a  Stock  Account  the  usual 

card  is  too  small. 

(3)  Posting  to  cards  takes  too  much  time.     A  few  thousand 

cards — which  may  probably  be  kept  in  a  drawer — 
make  an  unwieldy  pile.  For  each  posting  the  card  has 
to  be  found  in  the  box,  taken  out,  and  returned  to  its 
place  after  the  entr}-  is  made.  Posting  to  cards  is 
thus  more  laborious  than  into  a  book. 

The  sheets  for  a  Loose  Leaf  Ledger,  being  of  ordinary 
paper  and  not  cut  in  index  fashion,  are  both  cheap  and  can  be 
of  suitable  size.     If  kept  on  a  file  after  the  principle  of  the 
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CHAPTER  V. 


POWER    STATION. 


Stores. — 

There  would,  of  course,   be   a   proper   store  at  the  Power 
Station,  kept  on  the   same   lines   as  the   other  Stores.    Into  a 
Duplicate  Goods   Received   Book   (vide  Form   No.   34),   from 
which  the  perforated  originals  would  be  sent  to  the  Accountant's 
Department,  would  be  entered  particulars   of  goods  received 
from  contractors.     The  Duplicate  Dispatch  Notes  accompany- 
ing goods  from  General   Stores  would  be  filed  for  reference 
to  save  entering  same  into  Goods  Received  Book.     The  goods 
would  only  be  issued  against  duplicate  requisitions  (vide  Form 
No.    35),    and    these    requisitions    would    be    abstracted    into 
Duplicate    Material    Returns    similar   to    Form    No.    36,    and 
charged  against  the  proper  Maintenance  or  Capital  Accounts, 
as  per  list  on  page  14,  or  to  Oil,  Waste,  and  Supplies  Account, 
if  for  running  expenses.     From  these  duplicate  Receivals  and 
Issues  Returns,  as  well  as  from  General  Stores  signed  Dispatch 
Notes,    postings    would    be    made    to    Stock    Accounts    kept 
at  the  Head   Office.     From  the  priced  and   extended   Issues 
Returns  an  abstract  would  be  made  up  showing  the  weekly  con- 
sumpt  of  each  article  for  Oil,  Waste,  and  Supplies  Account. 
The  transfers  from  the  Power  Station  Stores  Account  in  the 
General  Ledger  would  be  made  at  the  end  of  the  year  from  the 
abstracted  Issues  Returns. 

Wages.— 

The  system  of  recording  time  and  paying  wages  would  be  as 
explained  in  Chapter  HI.  Here  it  should  be  obsened  that  the 
engineers  may  often  be  doing  repairs  in  their  ordinary  time,  but 
as  their  full  time  would,  in  any  case,  be  chargeable  to  Power 
Expenses,  no  deduction  should  be  made  from  Power  Expenses  for 
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any  time  spent  on  maintenance  work.  Only  the  material  used  by 
such  men  for  this  work  would  be  chargeable  to  maintenance. 
Maintenance  work  done  for  the  Power  Station  bv  the  Works 

« 

would  be  charged  to  the  specific  Power  Station  Accounts,  as  per 
list  on  page  14. 

Fuel.— 

The  Power  Station  will  be  happily  situated  if  it  has  sidings 
from  more  than  one  railway  system.  At  each  siding  there 
would  be  a  Wagon  Weighing  Box,  where  a  W^agons  Received 
Book  (Form  No.  29)  would  be  kept,  in  which  each  wagon 
received  would  be  fully  recorded.  The  clerk  at  the  Power 
Station  would  keep  a  Fuel  Receivals  and  Stock  Boc>k  (Form 
No.  30).  He  would  enter  in  this  book,  in  the  column  for  the 
purpose,  the  weights  as  per  the  Advice  Notes,  and,  in  the  next 
columns,  the  net  weights  as  per  the  Wagons  Received  Books 
already  mentioned.  By  entering  daily  the  weight  consumed  in 
the  column  so  headed,  and  deducting  the  total  from  the  total 
weight  received,  the  stock  is  brought  out,  which  should  agree 
with  the  quantity  in  the  bunkers.  The  daily  consumpt  would 
be  taken  from  the  weighing  indicators,  which  weigh  the  coal  in 
the  shoots  before  it  passes  into  the  furnaces. 

Log.— 

In  addition  to  a  detailed  hourly  Log,  which  would  be  kept  at 
the  Power  Station,  a  Daily  Log  (Form  No.  31)  might  be  kept. 
This  could  be  in  duplicate  form,  the  original  being  torn  out 
and  sent  every  morning  to  the  General  Manager.  From  this 
Log  the  Accountant's  Department  would  get  the  information  as 
to  the  current  generated  and  coal  and  water  consumed.  In 
every  building  to  which  current  is  supplied  for  other  than 
power  purposes  a  Watt  meter  should  be  placed,  in  order  that 
the  current  for  such  purposes  may  be  properly  charged  and 
deducted  from  the  current  strictly  applicable  to  the  running  of 
the  cars. 
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CHAPTER  VI. 


DEPOTS. 


•  A  CERTAIN  quantity  of  Stores  for  Car  Cleaning,  Oiling,  and 
Repairing  must  necessarily  be  kept  at  each  Depot.  These 
should  certainly  be  systematically  arranged  in  a  store  in  the 
same  way  as  at  the  General  Store.  The  numbers  and  descrip- 
tions as  per  the  standard  list  would  be  adhered  to  throughout. 
It  will  be  found  advantageous  to  have  everything  properly 
recorded  and  strictly  accounted  for  at  each  Depot  Store.  A 
good  system  of  keeping  and  accounting  for  Depot  Stores  will 
more  than  repay  its  cost,  in  addition  to  providing  important 
information. 

Requisitions  for  Stores  to  be  Purchased. — 

Certain  things — such  as  sand,  coal,  &c. — it  will  be 
necessary  to  have  delivered  direct  to  the  Depots  by  con- 
tractors. For  requisitioning  such  goods  it  is  recommended  that 
a  special  Duplicate  Book  (Form  No.  32)  be  used.  These 
requisitions  would  be  certified  by  the  Stores  Superintendent, 
and  perhaps  also  by  the  General  Manager.  On  the  duplicates 
retained  in  the  book  at  the  Depot  the  dates  of  deliveries  would 
be  recorded,  with  the  initials  of  the  receiver.  The  requisitions 
would  be  sent  to  the  Head  Office,  perhaps  once  a  week.  These 
goods  would,  of  course,  be  ordered  as  explained  in  connection 
i\'ith  General  Stores  requisitions.  Chapter  IV. 


Requisitions  for  Supplies  from  General  Store.— 

For  this  purpose  a  Duplicate  Book  (Form  No.  ^^)  would  be 
used,  these  requisitions  being  made  out  monthly  or  weekly  (the 
former  preferably),  and  sent  to  the  Head  Office  to  be  examined 
and  certified  before  being  forwarded  to  General  Stores  for 
attention.  Delivery  dates  and  initials  of  receiver  would  also  be 
recorded  on  originals  retained  in  the  Requisition  Book. 

Receivals  of  Stores.— 

Each  delivery  would  be  carefully  checked,  and  any  discrep- 
ancy noted  on  the  accompanying  Dispatch  Note,  and  certified 
by  a  colleague.     In  a  duplicate  Goods  Received  Book  (Form 
No.  34)  would  be  entered  particulars  of  all  goods  received, 
other  than  those  from  General  Store,  the  duplicate  Dispatch 
Notes  for  which  would  be  filed  in  lieu  of  entering  particulars 
into  Goods  Received  Book.    All  parts  taken  out  of  use,  whether 
as  scrap  or  for  repair,  would  be  returned  to  the  Depot  Store, 
and  entered  on  DupUcate  Requisitions  (Form  No.  35).  The  per- 
forated originals  from  the  Goods  Received  Book  would  be  torn 
out  and  sent  to  the  Head  Office  as  the  pages  are  filled  up. 
There  they  would    be    checked    with,    and    priced    from,  the 
invoices,  as  these  are  being  allocated. 

stores  Issued  and  Used  Parts  Returned.— 

Stores  would  only  be  issued  in  strict  accordance  with  all  the 
following  conditions :  — 

(i)  When  required  for  use. 

(2)  Against  duplicate  requisitions  (Form  No.  35)  signed  by 

the  foreman,  giving  the  standard  article  numbers,  the 
Maintenance  Accounts  chargeable,  and  the  particulars 
of  all  parts  returned  to  Store,  whether  for  repair  or  as 
scrap. 

(3)  In  exchange  for  corresponding  parts  taken  out  of  use, 

either  for  repair  or  as  scrap,  as  entered  on  the 
requisitions. 
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At  the  Head  Office  these  requisitions  would  be  classified  at 
the  end  of  the  week,  according  to  the  articles  and  accounts 
chargeable,  and  the  entries  for  goods  issued  would  be  abstracted 
into  a  Duplicate  Return  of  Material  (Form  No.  36). 

Separate  Material  Returns  would  be  made  out  for  stores 
issued  for — 

(i)  Car  Maintenance. 

(2)  Car  Cleaning  and  Oiling. 

(3)  Sub-station  (if  any). 

Special  attention  is  directed  to  this  form.  The  account 
numbers  on  the  Maintenance  Sheet  are  those  as  per  list  on  the 
Time  Allocation  Return  (Form  No.  38).  The  purpose  of  the 
column  headed  "A—accident,  O— Ordinar}-  tear  and  wear" 
will  be  apparent.  The  separation  of  ordinar>-  maintenance 
work  from  that  which  is  due  directly  to  damages  from  col- 
lisions, &c.,  is  useful,  especially  in  comparing  costs  per  car  or 
car  mile  at  the  various  Depots.  The  material  taken  out  of  use 
and  returned  to  the  Depot  Store  must,  of  course,  be  credited 
to  the  proper  Maintenance  Accounts.  Such  credit  entries 
would  be  made  against  these  accounts  in  the  Material  Returns 
(Form  No.  36)  from  the  requisitions  (Form  No.  35).* 

The  Duplicate  Material  Returns  (perforated  originals)  would 
be  priced  from  the  Stock  Accounts  when  the  postings  are  being 
made  to  these.  The  pricing  of  all  stores  issued  for  use  must 
be  very  carefully  done  from  the  Stock  Accounts,  if  the  General 
Ledger  Accounts  are  not  to  show  irreconcilable  differences  at 
the  end  of  the  year. 


*  Scrap  and  pans  for  repair  would  be  sent  periodically  from  the  Depot  Stores  to  the 
General  Stores,  Dispatch  Notes  (Forms  Nos.  37  and  26  respectively)  being  made  out  to 
accomoanv  thVm  The  scrap  would  be  sold  as  from  the  Genera^  Stores,  and  the  parts 
for  rSSr  would  be  accumulated  and  passed  into  the  Works  in  suitable  quantities  (See 
Sso  note  on  pricing  of  scrap  and  parts  for  repair,  pp.  55-56).  For  any  work  to  be  done  at 
Si?Works,  sSch  £  repairs  to  cars,  or  anything  wfiich  cannot  be  ordered  from  the  Works 
S  the  General  Stores,  an  order  to  Works  (triplicate)  would  be  used  (Form  No.  42). 
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All  credits  for  scrap  would  be  priced  at  selling  prices,  and,  for 
parts  to  be  repaired,  the  original  prices  would  be  credited.* 

After  the  Material  Sheets  have  been  posted  to,  and  priced 
from,    the    Stock  Accounts    they    would    be    extended    and 
checked,  and  the    amounts   posted    to    a    Depots  Expenditure 
Ledger  (Farm   No.   40).     It  will  be  noticed  that  this  Ledger 
has  (M)lumns  for  the  various  Depots,  and  that,  under  each  Depot, 
debits  and  credits  are  shown  separately,  "  G — good,"  meaning 
that  full  prices  have  been  credited,  and  "  S— scrap,"  signifying 
that   selling  scrap  prices  have  been   credited.      The  Material 
Sheet.s  for  stores  issued  from  Depot  Stores  for  car  cleaning  and 
oiling,  and  also  for  stores  issued  to  sub-stations,  would  also,  of 
course,  be   posted    to,    and   priced    from,    the   Stock  Accounts, 
and,    after    being    extended,    would    be    abstracted    in    order 
to    bring    out    the    total    amount    for    each    item    of    stores. 
By  working  out  these  amounts  per  car  or  car  mile  at  each 
Depot,  and  comparing  them,  the  consumpt  of  each  individual 
item  at  each  Depot  can  be  checked,  and  it  can  be  seen  whether 
the  standard  allowances  (if  such  are  laid  down,  as  they  cer- 
tainly should  be,  as  far  as  possible)  are  being  exceeded,  or 
whether  it  is  necessary  to  alter  these  allowances.     The  smallest 
economies  in  items  of  constant  consumpt  may  mean  a  great 
saving  to  an  extensive  undertaking,  and  this  detailed  method  of 
accounting  for  such  supplies  used  is  the  surest  way  to  pre^'ent 
excess. 

Stock  Accounts.— 

From  the  priced  Goods  Received  Sheets  (Form.  No.  34),  and 
also  from  the  signed  and  priced  Dispatch  Notes  from  General 
Stores,  postings  would  be  made  to  Stock  Accounts  similar  to  Form 
No.  28,  which  should  be  kept  in  the  same  manner  as  at  the  General 
Store — viz.,  on  the  Loose  Leaf  Ledger  principle.     A  separate 


'■  See  pages  55-56. 
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Stock  Account  would  be  kept  for  each  distinct  article,  and 
would  be  headed  with  the  number  and  name  of  the  article  as 
per  the  Standard  List  of  Stores,  vide  page  37-  These  Stock 
Accounts  might  most  suitably  be  kept  at  the  Head  Office  for 
the  following  reasons:  — 

(i)  The  Material  Returns  (Form  X(x  36^  ^^an  most  accurately 
be  price.1  from  the  Stock  Accounts,  and  prices  could 
not  well  be  included  in  the  Stock  Accounts  unless  the 
latter  were  kept  in  the  Head  Office. 

(2)  The  more  clerical  work  required  at  the  Depots,  the  more 

versatile— and  highly  paid— the  men  there  must  be. 
Only  such  clerical  work  as  cannot  be  done  at  the  Head 
Office  should  be  done  at  the  Depots.  Centralisation 
is  more  economical,  makes  super\ision  more  perfect, 
and  ensures  more  accurate  work. 

(3)  Stock  Accounts  are,  in  any  case,  better  to  be  kept  by 

those  who  have  nothing  to  do  with  the  handling  of 
the  stores. 

The  Stores  Superintendent  should  see  that  stock  of  some  items 
is  taken  regularly  at  each  Store,  and  that  returns  of  these  are 
made  to  the  Accountant's  Department  for  comparison  with  the 
Stock  Accounts.  On  the  latter  the  particulars  of  each  stock- 
taking would  be  recorded  in  the  columns  for  the  purpose.  Where 
a  discrepancy  occurs,  tne  Stock  Account  and  the  goods  in  the 
Store  would  be  carefully  checked.  If  it  is  decided  that  a 
deficiency  on  a  particular  account  (the  actual  stock  being  less 
than  the' balance  of  the  Stock  Account)  has  arisen  through  an 
error  in  former  stocktaking,  or  in  issuing  since  such  stock- 
taking, a  special  entry  initialled  by  the  Stores  Superintendent 
would  be  made  m  the  Goods  Dispatched  Book  (against  the 
account  to  which  the  item  is  most  likely  to  apply),  and  posted 
in  red  to    the    credit    of    the    Stock    Account,    thus  bringing 


the  latter  into  line  with  the  actual  stock  on  hand.  A  similar 
entry,  initialled  by  the  Stores  Superintendent,  might  be  made 
in  the  Goods  Received  Book,  and  posted  to  the  Stock  Account 
for  any  stock  on  hand  in  excess  of  the  Stock  Account,  after  both 
have  been  carefully  checked.  (Such  entries  in  the  Goods 
Received  Bo<:)k  would,  of  course,  require  to  be  posted  to  the 
General  Ledger  from  special  Journal  entries,  debiting  the  par- 
ticular Store  Account,  and  crediting  the  account  or  accounts 
to  which  the  goods  apply.) 

Stocktaking. — 

At  the  Depot  Stores,  where  both  the  variety  and  the 
quantity  will  be  very  much  less  than  at  the  General  Store,  it  will 
be  preferable  to  have  the  stock  taken  as  at  the  closing  day  of 
the  financial  period.  Stock  Sheets  (Form  No.  80)  would  be 
used.  These  w^ould,  of  course,  be  priced  from  the  Stock 
Accounts. 

Pricing  Credits  for  Scrap.— 

When  parts  are  taken  out  of  use  and  found  to  be  beyond 
repair,  and  require  replacement,  they  should  be  credited  at  the 
prices  which  can  be  realised  for  them  as  scrap.  As  a  rule,  the 
scrap  will  be  contracted  for,  and  there  should  be  no  difficulty 
in  pricing  it.  Where  there  are  no  contracts,  and  the  prices 
realised  differ  appreciably  from  those  credited.  Journal  entries 
should  certainly  be  made  to  rectify  the  discrepancies.  As 
General  Stores  Account  would  be  credited  in  the  General 
Ledger  with  all  scrap  sold,  the  entry,  assuming  that  the  prices 
realised  exceeded  those  taken  credit  for,  would  be  as 
follows :  — 

General  Stores  Account        ..         ..      Br. 
To  Car  Maintenance  Account 
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Pricing  Credits  for  Parts  to  be  Repaired.— 

The  simplest  and  most  correct  method  of  crediting  and  debit- 
ing parts  sent  to  General  Stores  for  repair  is  to  put  them  always 
in  at  the  prices  of  new  parts.  As  a  matter  of  fact,  they  are 
mostly  as  good  as  new  until  they  are  done,  when  they  would  be 
at  once  replaced,  and  the  full  cost  of  the  replacement  charged 
as  maintenance.  If  a  Depot  Store  is  credited  and  the  General 
Store  debited  with  the  full  price  of  an  article  sent  for  repair, 
the  General  Store  can  debit  that  article  at  the  same  price,  say 
to  the  Works,  if  it  is  sent  there  for  repair ;  the  Works  can  debit 
it  back  to  the  General  Store,  also  at  the  same  price,  when  it  is 
returned  there  after  repair.  In  addition  to  this,  however,  the 
Works  would  debit  direct  to  the  particular  Maintenance  Account 
to  which  the  repair  applies  the  time  and  material  expended 
upon  it.  This  leads  to  the  suggestion  that  if,  at  the  date  of  a 
balance,  there  is  an  accumulation  of  parts  to  be  repaired  (which 
have,  of  course,  been  credited  at  their  full  value)  the  estimated 
cost  of  such  repairs  should  be  charged,  by  Journal  entry,  against 
the  year's  maintenance.  Such  an  item  would,  of  course,  be 
brouc^ht  down  as  a  credit  to  the  next  year  in  the  General  Ledger 
Account. 

All  parts  in  stock  which  have  been  repaired,  and  also  all 
those  set  aside  to  be  repaired,  should  be  entered  in  the  Stock 
Sheet  as  such,  and  priced  at  original  prices.  This  is,  of  course, 
quite  in  order,  as  the  replacements  would  also  be  charged  at 
the  original  prices. 

Allocation  of  Wages  of  Gar  Repairers  at  Depots.— 

The  most  satisfactorv'  way  of  allocating  these  wages  against 
the  different  Maintenance  Accounts  is,  probably,  to  provide 
each  man  with  a  return  to  fill  up  (Form  No.  38),  containing  a 
printed  list  of  the  titles  and  numbers  of  the  various  accounts. 
These  are,  of  course,  the  same  accounts  as  the  material  used 
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would  be  charged  to  in  the  Material  Returns  (Form  No.  ^6). 
It  will  be  observed  that  this  Time  Allocation  Return  attains 
spaces  to  be  certified — 

(i)  By  the  foreman  in  charge  of  the  men. 

(2)  By  the   Depot  clerk   who   makes   up   the  Wages   Sheet, 
with  which  he  will  compare  each  man's  return. 

These  would,  of  course,  be  weekly  returns,   and  would  be 

made  up  to  the  same  date  as  the  Wages  Sheet.     At  the  Head 

Office  the  returns  would  be  arranged  according  to  Depots,  and 

then  sub-arranged  according  to  occupations  and   rates.     This 

would  give  for  each  Depot  a  separate  bundle  of  returns  for  each 

rate  under  each  occupation.    To  each  bundle  would  be  attached 

an  abstract,  showing  the  total  number  of  hours  chargeable  to 

each  account  number.     The  totals  from  these  abstracts  would 

be  carried  into  a  Wages  Allocation  Book  (Form  No.  39),  which, 

as  will  be  seen,  has  separate  columns  for  the  various  rates  under 

each  occupation.     After  being  extended  and  balanced  with  the 

Wages  Sheets,  the  total  amounts  for  the  various  accounts  (shown 

in  separate  columns  for  Capital  and  Maintenance)  would  be 

posted    to    the    Depots    Expenditure    Ledger    (Form    No.    40), 

already  referred  to. 

Return  of  Consumpt  of  Gas,  Water,  Salt,  and  Sand.— 

It  is  recommended  that  for  this  purpose  a  Weekly  Duplicate 
Return  (Form  No.  41)  be  provided.  At  the  Head  Office 
abstracts  of  such  consumpt  would  be  made  up,  and  averages 
wrought  out.  In  this  way  excessive  consumpt  can  be  detected. 
From  such  records  the  Gas  and  Water  Accounts  would  be 
checked. 
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CHAPTER  VII. 


WORKS. 


As  a  Tramways  undertaking  must  be  run  on  commerrial 
lines,  so  also  must  the  Works  of  a  Tramways  undertaking,  as 
far,  at  least,  as  the  exigencies  of  the  work  to  be  done  will 
pemiit. 

The  full  time  of  every  emplo>ee,  as  well  as  every  piece  of 
material,  must  be  accounted  for  against  the  orders  for  work 
executed.  Separate  costs  must  be  kept  of  the  different  opera- 
tions, and,  by  comparison  of  these  costs  with  prices  of  private 
firms,  the  General  Manager  will  be  enabled  to  determine  as  to 
the  work  which  can  more  profitably  be  ordered  out. 

As  car  parts  are  mostly  interchangeable,  and  it  is  found  con- 
venient, and  often  necessar)-,  to  transfer  important  items  of  the 
equipment  from  one  car  to  another,  there  can  be  nothing  gained 
by  an  attempt  to  keep  separately  the  cost  of  all  the  main- 
tenance of  each  car.  What  is  more  useful  is  to  know  the  cost 
of  maintaining  each  portion  or  section  of  all  the  cars  and  their 
equipment.  The  accounts  as  per  list  on  pages  15-16  have  been 
designed  on  this  principle.  Of  course,  it  is  necessary  to  record 
the  overhauling  of  the  cars  separately.  A  special  book  (Form 
No.  52)  could  be  kept  for  this  purpose. 

Orders  to  Works.— 

No  orders  from  other  departments  of  the  undertaking  for 
work  to  be  done  in  the  Works  would  be  accepted  by  the  Works 
Manager,  except  on  official  orders  (Form  No.  42),  duly  certified. 


These  orders  would  only  be  used  for  actual  work  to  be  done 
in  the  Works,  and  not  for  goods  which  could  be  supplied  from 
the  General  Store.      In    the    case,    for    instance,    of  car  parts 
requiring  to  be  repaired,  the  best  method  will  be  to  send  such 
parts  to  the  Works  Store — or  to  the  General  Store,  if  there  is 
no  Works  Store — and  for  new  or  repaired  parts  to  be  issued 
from  the  Store  against  the  usual  requisitions.     This  admits  of 
a  larger  order  being  given  to  the  Works  for  each  part  or  process, 
thereby  ensuring  longer  runs,  and  the  saving  that  accompanies 
systematic  and  routine  work.     Orders  from  the  General  Store 
to  the  Works  would  also  be  made  out  on  Form  No.   42,  duly 
certified.      Such    orders    would    generally    be    for    repairs    t(. 
damaged  or  partly  worn  articles  accumulated  in  the  General 
Store   from   the  various   Depots.     All   orders   received   at  the 
Works  Office  would  be  entered  into  a  Works  Order  Book  (Form 
No.  43).     This  book  would  contain  a  complete  record  of  all 
orders  to   the  Works,   and  their  execution,   embracing  Works 
Order  number,  the  number  and  date  of  each  order  received  and 
its  department,  also  car  number,  account  number,  job  number 
(when  a  separate  cost  is  desired),  "  A  "  for  accident  and  "  O  '' 
for  ordinary  maintenance,  and  date  completed.     The  column 
headed  "  Foremen's  Instructions  Issued  "  would  be  for  entering 
the  page  numbers  of  "  Instructions  to  Works  Foremen,"  which 
would  be  made  out  from  a  duplicate  book  (Form  No.  44),  and 
certified  by  the  Works  Manager.     No  foreman  in  the  Works 
would  execute  any  work  not  included  in  these  "Instructions." 
As   the   w^ork   would   generally   be    executed   by   the    different 
departments  in  stages,  each  department  always  having  so  much 
in  hand,  a  separate  form  of  "Instructions"  would,  as  a  rule, 
be  sent  to  each  foreman.    When  the  work  has  been  completed, 
the  foreman  would  sign  and  date  the  form  in  the  space  at  the 
foot.    The  form  w^ould  then  be  sent  to  the  Store  with  the  goods, 
and  would  be  signed  by  the  storekeeper,   who  would,  where 
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necessary,  dispatch  the  goods  according  to  the  instructions  on 
the  form.  The  number  of  the  Stores  Dispatch  Note  sent  with 
the  goods  would  be  quoted  on  the  form  of  "  Instructions,"  which 
would  then  be  handed  to  the  Works  Office,  where  the  dates  of 
completion  and  the  Dispatch  Note  number  would  be  recorded 
in  the  Works  Order  Book. 

Receiving;  Goods. — 

The  principle  should,  at  the  outset,  be  laid  down  that  gocxls 
will  not  be  received  direct  into  the  Works,  but  must  be 
delivered  to  a  Store.  If  a  fixed  pla(*e  and  official  are  not 
appointed  to  receive  all  goods,  and  this  arrangement  be  not 
rigidly  adhered  to,  it  will  often  be  impossible  to  trace  deliveries. 
This,  of  course,  applies  to  materials  which  can  be  kept  inside 
a  store.  Bulky  material,  such  as  wood,  will  probably  require 
to  be  kept  outside  the  Store.  It  should,  however,  be  stored  so 
that  all  and  sundrj'  will  not  have  free  access  to  it.  The  receivals 
at  the  Store  are  dealt  with  in  Chapter  IV.  All  goods  not 
received  into  the  Store  would  be  entered  into  a  Duplicate  Goods 
Received  Book  (Form  No.  45).  The  perforated  originals  from 
this  book  would  be  sent  to  the  Head  Office.  The  entries  would 
be  marked  off  in  the  Purchase  Order  Book,  and  would  after- 
wards be  checked  with  the  invoices  when  these  are  being  allo- 
cated, and  prices  and  amounts  entered  on  the  receivals  forms. 
It  W' ill  thus  be  ensured  that  what  is  charged  in  the  General  Books 
against  Works  Stock  Account  corresponds  with  what  was 
actually  received  at  the  Works. 

Material  Used  in  Works.— 

Duplicate  requisitions  (Form  No.  35)  to  the  General  Store — 
or  to  the  Works  Store,  if  the  General  Store  is  not  adjacent — 
would  be  made  out  by  the  Works  foremen  for  goods  which  are 
kept  in  the  Store.  On  these  requisitions  would  also  be  entered 
any  goods  returned  to  the  Store.  The  account  numbers  would  be 
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quoted  on  the  requisitions.  For  separate  costing  the  special 
job  numbers,  as  per  "  Instructions  to  Foremen  "  (Form  No.  44) 
would  also  be  quoted.  Similar  requisitions  would  also  be  made 
out  for  consumpt  of  bulky  material,  such  as  wood,  kept  outside 
the  Store.  All  material  used  would  be  entered  from  the  requisi- 
tions into  a  duplicate  book,  "  Returns  of  Material,"  and  charged 
against  the  proper  account  numbers,  material  ex  General 
Stores  being  entered  on  separate  sheets  from  material  ex  Works. 
Observe  the  column  "A — accident,  O — ordinary  maintenance," 
which  is  the  same  as  in  the  Depot  Material  Returns  (Form  No. 
36).  Material  returned  from  Works  to  Store  would  be  charged 
on  the  Works  Material  Returns  against  General  Store  from 
the  requisitions  (Form  No.  35),  and  would  be  described  "  S," 
meaning  scrap,  or  "  G,"  good,  in  the  column  for  the  purpose. 
The  entries  in  the  Material  Returns  ex  Store  would  be  posted 
to,  and  priced  from,  the  General  Stores  Stock  Accounts,  kept 
in  the  Head  Office,  and  the  Material  Returns  {ex  Works)  would 
be  posted  to,  and  priced  from,  the  Works  Stock  Accounts 
(Form  No.  47). 
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Stock  Accounts.— 

The  following  examples  show  the  method  of  keeping  Works 
Stock  Accounts :  — 
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In  dealing  with  timber  in  Stock  Accounts,  care  must  be  taken 
to  keep  all  entries  of  the  same  nature  on  one  basis,  and  it  will 
be  found  usually  more  satisfactory  to  treat  in  cubic  feet  all 
hardwoods,  planks,  flitches,  and  logs  that  are  likely  to  be  cut  up. 

The  debit  side  would  be  posted  from  the  Go<:)ds  Received 
Book  (Form  No.  45),  and  the  credit  side  from  the  "  Returns  of 
Material  "  (Form  No.  46). 

If,  in  the  Material  Returns  {ex  Works)  there  are  numerous 
entries  charged  to  a  large  variety  of  acc(junt  numbers,  it  will  pro- 
bably be  advisable,  instead  cf  posting  direct  to  Stock  Accounts,  to 
first  of  all  make  at  the  end  of  the  week's  returns  an  abstract  of 
the  entries,  showing  the  total  quantity  or  weight,  and  the  amount 
for  each  distinct  item  of  material  distinguishable  by  its  article 
number,  and  only  post  these  totals  to  the  Stock  Accounts.  It 
may  be  thought  impossible  to  keep  Stock  Accounts,  say,  for 
timber,  but  there  is  nothing  to  prevent  this  being  done  with 
reasonable  accuracy.  Requisitions  should  be  made  out  for  all 
that  is  used,  including  waste.  In  the  General  Ledger  separate 
Stock  Accounts  would  be  kept  for  Car  Works  Stock  and  General 
Stores  Stock,  and  the  transfer  entries  at  the  end  of  the  year 
would  be  obtained  as  per  examples  on  pages  107-108. 

Allocating  Tradesmen's  Time. — 

For  this  purpose,  it  is  recommended  that  a  timekeeper  gi» 
round  the  employees,  say  twice  daily,  and  obtain  from  each 
employee  an  allocation  of  his  time  against  the  different  account 
numbers,  job  numbers,  or  car  numbers  upon  which  he  has  been 
engaged.  From  the  employees'  dictation  the  timekeeper  would 
record  the  particulars  of  the  time  on  Time  Allocation  Returns 
(P^orm  No.  48),  perforated  in  such  a  way  that,  when  divided 
into  separate  portions,  each  portion  will  contain  time  chargeable 
only  to  one  account.  A  separate  fomi  would  be  used  for  each 
worker.     These   Returns  would   be   checked  with   the  Wages 
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Sheet  (which  would  be  made  up  separately,  as  explained  in 
Chapter  III.),  and  certified  in  the  space  for  the  purpose.  At 
the  Head  Office  the  Returns  would  be  separated  at  the  per- 
forations and  classified,  each  bundle  containing  the  strips 
chargeable  to  one  account  for  a  certain  class  of  tradesmen  at 
a  particular  rate  of  wages.  All  that  remains  would  be  for  the 
total  number  of  hours  for  each  bundle  to  be  summed  up  and 
written  on  the  front,  all  the  bundles  applicable  to  each 
account  placed  together,  and  the  totals  copied  into  a 
Wages  Allocation  Book  (Form  No.  49).  The  hours 
would  there  be  extended  at  the  various  rates  under 
which  they  are  entered,  and  the  gross  summations  carried  into 
the  total  columns  headed  "  Maintenance "  and  '"  Capital " 
respectively.  The  grand  total  of  the  Wages  Allocation  Book, 
as  well  as  the  totals  for  the  various  classes  of  employees,  would 
be  balanced  with  the  Wages  Sheet. 

Expenditure  Ledger. — 

This  book  would  be  ruled  as  per  Form  No.  50.  The  accounts 
would  be  principally  Car  Maintenance  and  Construction 
Accounts,  vide  pages  15  and  16,  with  any  additional 
accounts  as  required.  It  will  be  observed  that  there 
are  separate  columns  for  Wages  and  Material,  and  that  there  is 
a  special  column  for  credits.  The  material  (debits  and 
credits)  would  be  posted  from  the  Material  Returns  (Form  No. 
46).  The  w^ages  would  be  posted  from  the  Wages  Allocation 
Book  (Form  No.  49).  The  total  postings  in  this  Ledger  w^ould 
be  balanced  with  the  aggregate  of  the  Material  Returns  and 
the  Wages  Allocation  Book.  It  is  recommended  that  periodical 
statements  be  made  up  from  this  Ledger,  showing  the  amount 
of  wages  and  material  expended  on  each  account.  All  the 
accounts  for  car  maintenance  would  be  grouped  together,  as 
would  also  those  for  other  sections  of  work.  The  cost  of  car 
maintenance  at  the  Works  thus  brought  out,  added  to  the  cost 
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of  car  maintenance  at  the  Depots  as  per  Depots  Expenditure 
Ledger  (Form  No.  40),  would  give  the  total  cost.  This  total 
cost,  as  well  as  the  amounts  for  the  various  sections  or  parts 
that  go  to  make  it  up,  if  divided  by  the  average  number  of  cars 
in  use,  or  by  the  car  mileage,  will  give  averages,  which 
will  be  found  useful  for  comparison  and  guidance.  The  cost 
of  car  maintenance  at  the  various  Depots,  apart  from  the  Works, 
can  be  compared  on  the  same  lines. 

Cost  Book.— 

It  will  be  found  necessary  for  various  purposes  to  arrive  at 
accurate  costs  for  different  operations  or  jobs.  Any  piece  of 
work  to  be  separately  costed  would  be  given  a  special  job 
number  in  the  "  Instructions  to  Foremen."  The  time  spent  on 
the  job  would  be  given  to  the  timekeeper  against  the  job 
number  by  the  employees  engaged  on  it.  On  the  requisitions 
for  material  the  job  number  would  also  be  quoted.  The  time 
and  material  would  be  recorded  in  the  Cost  Book  (Form  No. 
51),  in  w^hich  a  number  of  pages  would  be  reserved  for  entering 
successive  costs  of  repeated  work. 


Record  of  Car  Wheels.— 

In  order  to  have  a  record  of  the  service  got  out  of  car  wheels, 
which  are  sc-^etimes  guaranteed  by  makers  to  run  a  certain 
mileage,  and  which  form  one  of  the 'most  important  items  of 
car  maintenance,  a  duplicate  book  (Form  No.  53)  might  be 
used  at  the  Works  for  advising  the  Head  Office  of  all  wheels 
taken  off  and  put  on.  From  these  returns  the  official  Car 
Wheels  Record  (Form  No.  54)  would  be  written  up.  The 
figures  for  mileage  and  car  hours  in  this  record  would  be  got  as 
explained  on  pages  24-25. 
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Premium  System  of  Wages. — 

It  may  be  cheaper  to  get  certain  work  done  by  piecework 
than  on  ordinary  time.*  A  piecework  job  may  yield  the  worker, 
say,  j£S}  equal  to  i/-  an  hour,  but  when  he  did  the  same  job  on 
ordinary  time,  say,  at  Si/od.  an  hour,  he  probably  spun  it  out 
so  that  it  cost  j£6,  or  even  more.  That  is  to  say,  the  piecework 
plan  pays  both  employer  and  worker — the  one  may  earn  more 
per  hour,  and  the  other  may  get  the  job  done  cheaper.  But  the 
piecework  system  has  its  disadvantages.  A  price  is  fixed  for 
the  job.  The  employer  has  that  price  to  pay,  no  matter  how 
quickly  the  work  is  done.  True,  if  it  should  appear  that  the 
price  is  too  high,  it  can  be  broken.  But  the  worker  soon  gets 
to  know  up  to  what  limit  he  can  bring  his  earnings  without 
having  the  price  broken.  Beyond  that  limit,  therefore,  the 
employer  can  expect  no  cheapening  of  the  cost  of  production 
under  the  piecework  system.  The  Premium  system  has  been 
devised  to  enable  both  employer  and  worker  to  share  in  the 
benefits  of  all  time  saved.  It  is  applicable  to  all  work  which 
can  be  done  on  the  piecework  system.  Instead  of  a  price,  a 
certain  time  is  fixed  for  the  job.  This  time  is  a  fair  average, 
based  on  actual  experience  of  the  period  required  for  the  work 
on  ordinar)^  time.  The  following  is  a  comparison  of  the 
operation  of  two  methods  of  calculating  the  premium. 

*  Vide  page  ^2. 
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This  table  shows  that,  under  both  systems,  the  greater  the 
time  saved,  the  higher  are  the  worker's  earnings  per  hour,  and 
the  lower  the  total  cost  of  the  work.  Under  system  A,  however, 
the  time  saved  up  to  one-half  of  the  time  allowance  benefits 
the  workman  more  than  the  employer ;  while  the  advantage, 
after  the  time  saved  exceeds  one-half  of  the  time  allowance, 
begins  to  go  to  the  employer.  System  B  shows  the  time  saved 
being  shared  equally  by  employer  and  workman,  and  this 
svstem  is  here  recf)mmended  as  more  satisfactorv  on  that 
account.  The  following  conditions  are  suggested  for  the 
operation  of  such  a  Premium  system  :  — 

(i)  A  time  allowance  would  be  fixed  for  the  job.  This 
time  allowance  would  be,  as  nearly  as  possible,  what  an  aver- 
age workman,  not  on  piecework,  would  take  to  the  work,  or 
the  equivalent  in  hours  of  the  present  piecework  rates.  The 
time  allowance  would  not  be  reduced  except  in  special 
circumstances — such  as  the  introduction  of  changed  methods, 
&c.  The  time  allowance  would  include  all  time  required  for 
setting  up  machines  and  obtaining  tools  and  materials,  but 
any  extraordinary  delay  for  which  the  workman  is  not 
responsible  would  be  added  to  the  time  allowance. 

(2)  The  workman  would  be  paid  at  his  ordinary  rate  per 
hour,  and  premium  would  be  added  at  this  rate  for  one-half 
the  number  of  hours  saved  from  the  time  allowance.  The 
time  taken  would  include  any  overtime  as  ordinar}*  time. 

(3)  The  foreman  or  Works  Manager  would  certify — 

{a)  The  time  when  a  premium  job  is  commenced  and 
finished. 

(^)  The   workmanship   of  the  job,   which   he   would 
carefullv  examine. 


CHAPTER  VIII. 


PERMANENT  WAY  AND   ELECTRICAL  EQUIPMENT 

OF    TRACK. 


I.— PERMANENT    WAY. 


Sections,  &c.— 

The  obvious  requirement  in  connection  with  the  recording  of 
expenditure  on  Permanent  Way  is  that  it  be  accurately  allocated 
between  Repairs,  Renewals,  and  Capital.  In  addition  to  this, 
however,  it  will  be  found  of  advantage  to  charge  the  work 
against  different  sections  of  line.  The  whole  track  would  be 
divided  into  sections  according  to  the  car  traffic  passing  over 
them,  each  section  from  end  to  end  having  a  uniform  service. 
In  this  way  the  cost  of  maintaining  lines  carrying  certain  ser- 
vices can  be  ascertained.  Of  course,  there  is  the  disturbing 
factor  of  ordinary  vehicular  traffic.  Notwithstanding  this,  how- 
ever, the  data  obtained  by  sectional  allocation  is  very 
serviceable. 

A  numerical  list  of  sections  may,  perhaps,  be  most  suitably 
arranged  according  to  the  age  of  the  lines.  According  to  this 
method,  the  numerical  order  of  the  sections  may,  of  course,  be 
quite  different  from  their  sequence  on  the  streets ;  but  under 
any  system  of  numbering  they  could  not  very  well  be  made  to 
run  consecutively  from  end  to  end  of  long  arterial  lines,  into 
which  other  lines  converge.  The  following  scheme  is 
recommended :  — 
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Junctions. — These  would  also  be  numbered,  and  would  be 
referred  to  as  J.i,  &r. 

Depot  Connections  (Non-Passenger). — These  may  be  given 
a  number  for  each  portion.  They  will  include  the 
lines  from  the  Depot  gate  to  the  junction  with  pas- 
senger line,  and  will  be  referred  to  as  D.C.i,  &c. 

A  complete  street  index  of  the  Permanent  Way  system  would 
be  required,  arranged  as  follows: — 


A. 

Section  No.  105.  Abercrombie  Street — From  Gallowgate  J.  42  southwards. 

„  „      50.  Albert  Bridge The  whole— see  Crown  Street. 

115.  Alexandra  Parade....  From  Castle  Street,  J.  33  to  Cumber- 


I) 


nauld  Road. 


B. 


Section  No.  105. 


Time. 


Bellgrove  Street.. From  Duke  Street  J.  36  to  Gallow- 
gate J.  42. 


To  allocate  the  time  of  all  men  engaged  on  the  streets,  Time 
Allocation  Returns  (Form  No.  56)  might  be  used.  A  separate 
return  would  be  used  for  each  man.  The  returns  would  be 
made  up  by  timekeepers,  who  would  obtain  the  par- 
ticulars from  each  man,  and  the  returns  would  be  arranged 
for  speedy  reference  in  the  numerical  order  of  each 
squad.  The  men's  numbers  on  the  returns  would  cor- 
respond with  the  numbers  in  the  Wages  Sheet.  Every  man 
would  know  his  number,  having,  as  explained  in  Chapter  III., 
to  hand  up,  in  exchange  for  his  wages,  a  metal  check  bearing 
his  number.  The  Wages  Sheet  would  be  written  up  from  the 
Time  Allocation  Returns,  , 
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The  manner  of  allocating  the  time  from  the  returns  would  be 
as  explained  in  connection  with  allocation  of  time  of  Works 
employees  (see  pages  63-64). 

Yards  or  Stores.— 

For  the  carrying  on  of  the  permanent  way  work  special  stores 
or  yards  are  essential  for  accommodating  reserve  stocks,  and  as 
distributing  centres  for  such  materials  as  cannot  be  conveniently 
delivered  direct  to  the  jobs.  At  each  yard  or  store  there  should 
be  a  lorry  weighing  machine,  and,  of  course,  a  weigher,  who 
would  also  act  as  clerk. 

Requisitioning:  Materials. — 

New  material  required  would  be  requisitioned  from  a 
triplicate  book  (Form  No.  22),  and  ordered  by  Purchasing 
Department,  as  explained  in  Chapter  IV. 

Receivais  at  Yard. — 

All  materials  delivered  at  yards  by  firms  from  whom  they 
are  purchased  should  be  accompanied  by  an  Advice  Note,  and 
also,  where  necessary,  by  a  Police  Weif^ht  Ticket.  All  receivais 
would  be  entered  in  duplicate  book  (Form  No.  57).  The  per- 
forated originals  from  this  book  would  be  sent  daily  to-  Head 
Office  along  with  signed  Advice  Notes  and  Weight  Tickets. 
After  being  checked  with  the  latter,  the  entries  in  the  originals 
from  the  Receivais  Book  would  be  copied  into  a  Yard  Receivais 
Allocation  Book  (Form  No.  58).  The  entries  in  this  book 
would  be  promptly  priced  from  allocated  invoices. 

All  scrap  which  comes  out  of  the  streets  and  is  sent  to  yard 
should  be  entered  into  a  Scrap  Dispatched  Book  (triplicate), 
Fonn  No.  37.    The  original  and  duplicate  would  be  sent  with 


the  scrap  to  the  yard.  The  original  would  be  signed  by  the 
receiver  at  the  yard,  and  returned  to  the  sender,  who  would 
mark  on  the  triplicate  retained  in  the  book  the  date  when  he 
received  back  the  signed  original.  The  original  would  then  be 
sent  to  Head  Office,  and  the  duplicate  retained  at  the  yard. 
Such  receivais  would,  of  course,  be  entered  in  Yard  Receivais 
Book  (duplicate),  and  from  the  Receivais  Forms  would  be 
carried  into  Yard  Receivais  Allocation  Book,  credited  to  the 
Permanent  Way  Sections  in  Expenditure  Ledger  (Form  No.  65), 
and  ultimately  given  effect  to  in  the  general  books. 

Receivais  on  Streets.— 

The  Advice  Notes  or  Police  Weight  Tickets,  which  should 
accompany  all  material  delivered  on  streets  by  firms  from  whom 
they  are  purchased,  should,  after  being  signed  for  by  receiver 
(foreman),  be  sent  to  Head  Office.  From  the  allocated  invoices 
extended  entries  for  such  receivais  should  be  made  in  a  Streets 
Receivais  Allocation  Book  (Form  No.  61).  Materials  received 
on  streets  from  yard  would  be  accompanied  by  a  duplicate 
Dispatch  Note,  which  would  be  signed  by  the  receiver  (fore- 
man), and  returned  via  yard,  where  its  receipt  would  be 
recorded  on  original  retained  in  book,  to  Head  Office.  As 
these  materials  would  be  extended  in  Issues  Allocation  Book 
(Yard),  Form  No.  60,  it  would  save  extending  them  in  detail  in 
Receivais  Allocation  Book  (Streets)  if  the  totals  only  for  such 
materials  were  copied  from  the  former  book  into  the  latter. 

issues  from  Yard. — 

As  stated,  a  Dispatch  Note  should  accompany  each  consign- 
ment from  yard.  From  the  Signed  Dispatch  Notes  all  the 
issues  would  be  entered  into  Yard  Issues  Allocation  Book 
(Form  No.  60).  To  avoid  pricing  and  extending  separate 
entries  it  is  recommended  that  the  columns,  as  shown,  be  ruled 
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only  fur  quantities  and  weights,  and  that  only  the  monthly  totals 
be  priced  and  extended.  Fur  pricing  this  book  it  will  be  found 
that  average  rates  for  the  goods  issued  can  be  readily  arrived 
at  from  priced  Stock  Accounts  (Furm  No.  64),  afterwards 
mentioned. 

Consumpt  on  Streets.— 

From  the  Yard  Dispatch  Nutes,  and  frum  Advice  Notes  sent 
with  guods  delivered  direct  on  streets  by  lirms  frum  whum  they 
are  purchased,  it  is  impussible  tu  allucate  the  materials  direct 
to  sections  on    which    they    are    used.      To    each  section  will 
generally    be     transferred     the     surplus     materials     from     the 
previous  jub,  and  there  will  generally  be  an  unused  balance  to 
be  sent  elsewhere  after  the  work  is  done.    It  is,  therefore,  neces- 
sary that  weekly  returns  be  made  of  the  exact  materials  used  for 
each  job.     These  returns,  which  should  be  from  a  duplicate 
book,  would  be  so  made  up,  as  shown  in  Form  No.  62,  that  all 
the  entries  they  contain  could  be  compared  with  Dispatch  Notes 
and  invoices.    It  will  be  obsened  that  balances  of  goods  trans- 
ferred to  and  from  the  job  are  shown.    After  these  returns  have 
been  checked,  the  totals  of  the  variuus  materials  used  for  each 
job  would  be   carried   from   them   into   the    Streets  Consumpt 
Allocation   Book   (Form   No.   63).     The   entries   in   this  book 
would  all  be  separately  priced,  at  average  prices  taken  from 
Stock  Accounts,  and  extended. 

Stock  Accounts.— 

If,  in  connection  with  a  store  which  is  contained  within  four 
walls,  and  frum  which  everything  is  issued  by  a  storekeeper,  it 
is  deemed  neressary  that  accounts  should  be  kept  showing  the 
exact  stock  of  every  item  of  material  on  hand,  there  is 
undoubtedly  even  greater  need  for  such  accounts  in  connection 
with  permanent  way  materials,  which  may  be  kept  partly  in 
open  yards  and  partly  on  the  streets.     The  principle  should, 


therefore,  be  laid  down  that  stock,  luhcrcvcr  located,  will  be 
recorded  in  Stock  Accounts  (Form  No.  64).  The  manner  of 
keeping  these  would  be  as  follows  :  — 

Separate  Stock  Accounts  would  be  kept  for  materials  in  yard 
as  distinct  from  materials  on  streets. 

To  the  Yard  Stock  Accounts  would  be  debited  and  credited 
the  monthly  totals  from  the  Receivals  Allocation  Book  (Yard), 
and  the  Issues  Allocation  Book  (Yard)  respectively.  To  the 
Streets  Stock  Accounts  would  be  posted  the  monthly  totals  uf 
the  Receivals  Allocation  Book  (Streets)  and  the  Consumpt  Allo- 
cation Book  (Streets)  respectively.  The  stuck  both  in  yards  and 
on  streets  wuuld  be  taken  quarterly,  and  the  quantities  as  per 
the  St(x:k  Sheets  (H)mpared  with  the  balances  uf  the  Stock 
Accounts. 

Permanent  Way  Expenditure  Ledger. — 

From  the  Wages  Allocation  Book  (Form  No.  56)  and  the 
Streets  Consumpt  Allocation  Book  (Form  No.  63)  would  be 
posted  to  the  Accounts  for  Sections,  Junctions,  &c.,  in  the 
Expenditure  Ledger  (Form  No.  65)  the  amounts  for  wages  and 
material  under  the  headings  "  Repairs,"  "  Renewals,"  and 
"  Extensions."  Material  taken  out  of  one  section  and  used  on 
another  would  be  entered  in  a  Transfers  Book,  and  posted  tu 
the  Dr.  and  Cr.  (jf  the  pruper  Sectiun  Accuunts  in  the 
Expenditure  Ledger.  Periudical  statements  (Furm  Nu.  66) 
would  be  made  up  frum  the  Expenditure  Ledger,  shuwing  the 
wages  and  material  expended  on  each  sectiun  under  Repairs, 
Renewals,  and  Capital. 

Material  Supplied  to  Contractors.— 

Where  contracts  are  let  for  the  laying  or  renewing  of  lines, 
and  materials  are  supplied  to  the  contractors  at  the  latter's 
risk,  a  method  of  charging  the  contractor  with  any  such 
materials  stolen  or  damaged  on  the  streets  has  been  to  frame 
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the  specification  so  that  the  contractor's  quoted  prices  will 
include  the  price  of  the  materials  at  arbitrary  rates  stated  in  the 
specification.  By  this  method  the  measurement  for  the  work 
will  include  a  charge  for  both  materials  and  labour,  according 
to  the  quantities  ascertained  by  measurement  as  having  been 
used,  and  the  contractor  will  be  debited  with  the  full  amount 
(at  the  specification  prices)  for  all  the  materials  with  which  he 
has  been  supplied.  The  result  is  that  any  excess  beyond 
quantities  used  as  j>er  measurement  is  paid  for  to  Tramways 
undertaking  at  the  arbitrar}^  specification  prices  instead  of  at 
actual  cost  prices.  A  simpler  and  more  accurate  meth<id  of 
charging  materials  supplied  to  contractors  is  to  have  the  quoted 
prices  cover  only  all  that  the  contractor  is  to  supply,  and  for  the 
Tramways  undertaking  to  render  accounts — preferably  monthly 
accounts — for  all  materials  supplied  to  contractor.  At  the  con- 
clusion of  the  contract  the  quantities  ascertained  by  official 
measurement  as  having  been  used  in  the  work  would  be 
deducted,  along  with  any  surplus  material  returned,  from  the 
total  of  these  accounts,  and  the  balance  should  form  a 
deduction  from  the  amount  of  the  measurement. 

Material  sent  from  yard  to  contractors  on  streets  would  be 
accompanied  by  two  Dispatch  Notes,  one  to  be  retained  by  con- 
tractor, and  the  other  to  be  signed  and  returned  via  yard  to  the 
Head  Office.  From  these  Yard  Dispatch  Notes  entries  would 
be  made,  as  already  explained,  in  Issues  Allocation  Book 
(Yard),  and  posted  to  Contractor's  Account  (Form  No.  67),  a 
separate  account  being  kept  for  each  contract.  Material 
delivered  to  contractors  by  firms  from  whom  it  is  purchased  by 
Tramways  undertaking  w(juld  be  accompanied  by  Advice  Notes 
or  Weight  Tickets,  of  which  there  should  be  two  copies,  one 
for  contractor  and  one  for  Tramways  undertaking,  and  the 
invoices  allocated  accordingly,  and  posted  also  to  the  Con- 
tractors'   Accounts.       Any    materials,    whether    new    or    scrap, 


returned  to  yard  by  contractors  would,  of  course,  be  entered  in 
Yard  Receivals  Book,  and  from  the  originals  out  of  same  copied 
into  Receivals  Allocation  Book  (Yard),  and  the  new  material 
posted  as  credits  to  Contractors'  Accounts. 

Redressed  Setts.— 

From  a  statement  showing  the  weights  of  setts  redressed  and 
loads  of  broken  metal  and  chips  produced  from  redressing,  and 
the  allocation  of  all  these  from  sections  out  of  which  they  came 
to  sections  on  which  they  have  been  used  (or  to  yard,  if 
removed  there),  transfer  entries  would  be  made  in  the  Section 
Accounts  and  Yard  Account  in  the  Expenditure  Ledger,  and 
these  would  be  priced  at  net  values,  as  under:  — 


Purchase  Value  W^ages  to  be 
to  Undertaking    expended 

20/-  ton         2/6  ton 

4/8     M  1/8    .. 

4/8     ..  1/8    .. 


Net 
Value 


17/6  ton 

3/-  .. 
3/-  .. 


Redressed  Setts 
Broken  Metal  . . 
Chips    . . 

All  wages  for  redressing  and  breaking  would  be  debited  to  a 
special  Wages  Redressing  Account.  From  a  statement  show- 
ing the  weights  of  setts  redressed,  and  loads  of  broken  metal 
and  chips  produced  from  redressing,  and  also  the  weight  or 
number  of  loads  used  on  each  section,  or  sent  to  yard,  transfer 
entries  would  be  made  crediting  Wages  Redressing  Account  ajid 
debiting  Section  Accounts,  or  Yard  Accounts,  as  the  case 
might  be. 

Under  this  arrangement  redressed  stones,  broken  metal,  and 
chips  sent  to  yard  would  be  priced  at  the  full  purchase  prices, 
including  wages,  and,  when  issued,  would  be  charged  out  at 
those  inclusive  rates. 

Wages  spent  in  redressing  stones  which  have  been  sent 
undressed  to  yard  will  be  charged  against  Wages  Redressing 
Account  in  Expenditure  Ledger. 

The  following  entries  illustrate  the  method  of  dealing  with 
redressed  setts  in  the  Permanent  Way  Expenditure  Ledger:  — 
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II.— ELECTRICAL    EQUIPMENT    OF    TRACK. 

This  work  may  be  divided  into  two  sections : — 

(i)  Overhead  Department. 
(2)  Mains  Department. 

Each  of  these  departments  may  have  a  separate  store  for  its 
materials.  Such  a  store  would,  of  course,  be  wrought  on  the 
same  lines  as  the  Depot  Stores,  as  explained  in  Chapter  VI.  A 
duplicate  Goods  Received  Book  would  be  kept,  duplicate 
requisitions  would  be  used,  and  the  entries  on  these  requisitions 
would  be  abstracted  into  a  duplicate  Material  Returns  Book 
against  the  proper  Ledger  Accounts.  From  these  duplicates 
for  receivals  and  issues,  postings  would  be  made  to  Stock 
Accounts,  kept  in  the  Head  Office.  The  Material  Returns 
would  show  credits  for  old  material  taken  out  of  use.  For 
obtaining  an  allocation  of  the  men's  time,  returns  (Forms  Nos. 
68  and  71  respectively)  would  be  used.  Each  man  would  fill 
up  a  return  for  his  week's  time,  showing  it  allocated  against  the 
accounts,  as  printed  at  the  foot  of  the  form.  These  returns 
would  be  abstracted  into  Wages  Allocation  Books  similar 
to  Form  No.  69.  The  amounts  from  Material  Returns 
and  Wages  Allocation  Books  would  be  posted  to  (i) 
Overhead  Department  Ledger,  as  per  Form  No.  70; 
and  (2)  Mains  Department  Ledger,  which  would  be 
similar  to  Form  No.  65.  The  accounts  in  the  Overhead 
Department  Ledger  would  be  the  permanent  way  sections  and 
junctions  for  all  renewal  work,  and  the  accounts  as  at  the  foot 
of  the  Time  Alkx^ation  Return.  Special  accounts  would,  of 
course,  be  opened  as  required.  The  postings  to  each  Ledger 
Account  would  go  into  the  proper  sub-division  columns. 

According  to  the  foregoing  system,  the  cost  of  overhead 
renewals  on  each  permanent  way  section  and  junction  would  be 


brought  out,  and  as  these  sections  would  be  arranged  according 
to  car  service,  the  cost  of  renewals  pro  rata  to  car  service  would 
be  ascertained. 

In  the  case,  however,  of  the  ducts  and  cables,  the  wear  of 
which  is  not  proportionate  to  the  car  service,  there  can  be  no 
object  served  in  attempting  to  keep  the  cost  of  their  main- 
tenance or  renewals  under  permanent  way  sections.  The 
accounts  in  the  Mains  Department  Ledger  would  be  as  at  the 
foot  of  the  Time  Allocation  Return  (Form  No.  71),  with  any 
special  accounts  as  required. 

The  operation  of  the  Stores  and  Expenditure  Accounts  in 
connection  with  the  Overhead  and  Mains  Departments  would 
be  on  the  same  lines  as  for  the  Depots.  See  specimen  accounts, 
page  107. 
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CHAPTER  IX. 


WEEKLY     REVENUE     AND     EXPENDITURE 

STATEMENT. 


There  can  be  no  doubt  that  the  General  Manager  should  be 
promptly  supplied  with  the  financial  results  of  each  week's 
working  in  a  clear  and  complete  statement  of  Revenue  and 
Expenditure.  A  return,  such  as  Form  No.  72,  is  suggested  for 
this  purpose.  The  figures  for  Traffic  Revenue,  Number  of  Cars, 
Mileage,  and  Passengers  would  be  taken  from  the  Traffic 
Abstract  (Form  No.  6).  In  entering  up  the  expenditure,  the 
Weekly  Wages  Voucher  would  first  of  all  be  taken, 
and  all  the  wages  exclusively  applicable  to  Working 
Expenses  entered  in  the  Revenue  and  Expenditure  State- 
ment opposite  the  proper  items.  Salaries  would  be 
entered  in  the  same  way.  In  the  case  of  those  depart- 
ments of  the  undertaking  which  carry  out  work  that 
requires  allocation,  the  amounts  for  time  and  material  charge- 
able as  working  expenses  would  be  entered  in  the  Weekly 
Revenue  and  Expenditure  statement  from  the  subsidiary 
Ledgers  in  which  such  work  is  recorded.  Items  such  as  Oil, 
Waste,  and  Supplies,  and  Material  for  Cleaning  and  Oiling  Cars 
would  be  charged  according  to  the  exact  consumpt  recorded 
in  the  Weekly  Returns  of  Material  received  from  the  Depots 
and  Power  Station,  vide  Chapters  \'.  and  VL  The  items 
under  General  Expenses  will  not  vary  from  week  to  week,  and 
may  be  taken  as  the  proportion  for  the  week  of  the  annual 
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amounts.  This  method  would  also  be  adopted  for  such  charges 
as  Licenses,  Depreciation,  Interest,  and  Sinking  Fund.  The 
premium  for  third  party  accident  insurance,  if  charge- 
able on  the  basis  of  the  number  of  cars  or  mileage,  may  be 
put  in  each  week  at  its  exact  amount.  For  permanent  way, 
the  exact  cost  of  repairs  as  per  the  Permanent  Way  Expendi- 
ture Ledger  (Form  No.  65)  would  be  taken,  and  there  would 
also  be  charged  the  weekly  proportion  of  the  annual  amount 
set  aside  to  meet  renewals. 

In  this  statement  the  average  per  car  mile  and  the  percentage 
of  expenditure  to  receipts  would  be  shown  for  each  amount; 
and  for  the  items  of  Power  Expenses,  the  average  per  K.W. 
hour  would  be  shown  in  addition.  The  corresponding  averages 
for  the  previous  week,  and  for  the  last  financial  year,  as  per 
the  published  report,  would  also  be  given  for  comparison. 

The  surplus  each  week  would  be  carried  forward  to  the 
next  week's  statement,  so  that  every  statement  would  show 
the  balance  up  to  date  from  the  beginning  of  the  financial  year. 

The  particulars  embodied  in  the  statement  regarding 
Electrical  Energy  and  Fuel  will  be  found  very  serviceable  in 
conjunction  with  the  figures  for  the  expenditure. 

This  Weekly  Statement  of  Receipts  and  Expenditure  will 
show  the  General  Manager  at  a  glance  exactly  how  his  week's 
working  has  turned  out,  and  what  its  bearing  is  on  the  year's 
results.  He  will  thus  be  enabled  to  deal  with  excesses 
promptly,  and  to  regulate  the  service  and  the  expenditure 
generally.  It  is  in  the  up-to-date  character  of  such  a  state- 
ment that  its  greatest  value  lies.  Long-delayed  figures,  showing 
excesses  or  irregularities  which  might  have  been  checked,  but 
were  not,  illustrate  to  the  General  Manager  the  impotence  of 
tardy  accounting. 
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CHAPTER  X. 


GENERAL     BOOKKEEPING. 


The  subsidian^  work,  as  treated  sectionally  in  the  foregoing 
chapters,  is  naturally  followed  by  some  remarks  on  the  General 
Bookkeeping  up  to  which  it  leads. 

Bank  Accounts.— 

The  following  suggestions  regarding  Bank  Accounts  apply  to 
a  Corporation  undertaking  which  is  responsible  for  its  own  cash. 
There  would  be  one  account  in  name  of  the  undertaking,  and 
another  in  name  of  the  General  Manager.     To  the  credit  of  the 
first  account  would  be  lodged  all  receipts  of  whatever  nature. 
All  amounts  received  each  day  would  be  lodged  the  following 
day.     No  cheques  would  be  drawn  on  this  account  for  sums 
under  £$0.     The  cheques  drawn  on  this  account  would  be 
signed  by  a  member  of  the  Finance  Committee  and  the  General 
Manager.    A  list  of  the  members  of  this  Committee,  with  their 
signatures,   would   be   supplied   annually    to   the   bank.      The 
General  Manager's  Account  would  be  for  drawing,  by  cheques 
signed    by    the    General    Manager,    cash    for    wages,    petty 
expenses,  and  accounts  under  £s,  and  for  cheques,  also  signed 
by  the  General  Manager,  in  payment  of  accounts  under  £$0. 
The  account  would  be  regularly  recouped  by  cheques  drawn  on 
the  account  in  name  of  the  undertaking,  and  payable  to  the 
General  Manager's  Account.     Except  for  wages  or  salaries,  no 
cheque  would  be  drawn  on  this  account  for  more  than  £^0, 
and  the  account  would  not  be  overdrawn. 


Finance  Book.— 

All  payments  for  wages,  petty  expenses,  &c.,  made  by  the 
General  Manager  between  meetings  of  the  Finance  Committee 
would  be  entered  into  this  book  (Form  No.  73),  and  certified 
by  a  member  of  the  Committee  at  the  following  meeting.  All 
accounts,  when  being  checked,  would  be  stamped  as  under,  and 


Goods  Received 
Prices  Checked 
Extensions  Checked 
Contracted  for 
Not  Contracted  for  . . 
Accountant     . . 

1 

..        £ 

"* 1 

■ : i 

Certified—                                                                                                    ! 

General  Manager. 

initialled  as  to  quantities,  prices,  &c.,  and  afterwards  signed  by 
the  General  Manager.  The  abstracts  attached  to  the  accounts 
would  be  stamped  as  under,  and  certified  by  two  members  of 
the  Committee. 


Examined  and  passed  by  Committee. 

Date 

1 

The  accounts  would  be  entered  (names  and  amounts)  in  the 
Finance  Book,  and  these  entries  would  be  initialled  by  one 
member  of  the  Committee.  The  entries  in  the  Finance  Book 
would  be  extended  in  three  totals :  — 

(i)  Total  payments  to  be  homologated. 
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(2)  Total  of  accounts  over  £$0  for  which  cheques  on  Bank 

Account  of  the  undertaking  are  being  signed. 

(3)  Accounts  of  ^£50  and  under  for  which  one  cheque  pay- 

able to  the  General  Manager's  Bank  Account  is  being 

signed. 
The  cheques  to  be  signed  would  be  entered  in  the  Finance 
Book  after  the  above,  and  in  the  same  order.    The  total  amount 
of  the  cheques  would  be  extended,  and  would  agree  with  the 
aggregate  of  the  three  previous  totals. 

Counterfoil  Receipt  Book.— 

This  book  (numbered  in  type)  would  be  for  granting  receipts 
for  all  amounts  received  in  payment  of  acrounts.  No  receipts 
would  be  given  except  from  this  book.  \o  counterfoil  would 
ever  be  torn  out.  In  the  case  of  a  spoiled  receipt  "  cancelled  " 
would  be  written  across  it  in  ink,  and  it  would  be  folded  up 
with  the  counterfoil.  This  book  would  be  carefully  kept  by  the 
cashier. 

Cashier's  Scroll  Cash  Book.— 

An  ordinary  double  mmey  column  book  may  be  used  by  the 
cashier  for  his  daily  entries.  He  would  take  over  from  the 
Traffic  Cash  Room  every  morning  the  cash  checked  the  previous 
dav,  and  initial  ior  same.  The  total  amount  would  be  entered 
on  the  Dr.  side  of  his  Scroll  Cash  Book,  and  banked  along 
with  any  other  receipts,  the  bank  entry  on  the  Cr.  side 
balancing  with  the  total  of  the  Dr.  entries.  This  rule  should 
always  be  rigidly  adhered  to.  All  cash  required  for  wages,  &c., 
should  be  dr.iwn  by  special  cheque. 

Official  Cash  Book.— 

The  official  who  keeps  the  cash  should,  of  course,  have 
nothing  to  do  with  the  General  Books.  The  bookkeeper  would 
carefullv  check  all  the  entries  in  the  Scroll  Cash  Book  with  the 


vouchers.  Counterfoil  Receipt  Books,  Bank  Books,  &c.     This, 
to  be  an  effective  safeguard,  should  be  kept  up  to  date.     He 
should  find  an  entry  in  the  Scroll  Cash  Book  for  each  amount. 
I'he  Cash  Book  should  be  merely  a  summary  of  all  receipts  and 
payments  otherwise   authentically  recorded.      The  bookkeeper 
would  then  transcribe  the  entries  into  the  official  Cash  Book 
^Form  Xo.  74).      It    will    be    noticed    that    there  are  separate 
columns  for  Bank  Accounts  {Dr.  and  Cr.),  and  that  on  the  Dr. 
side  there  is  also  a  separate  column  for  Car  Traffic  Revenue, 
and  on  the  Cr.  side  for  Tradesmen's  Accounts.     The  object 
of  these  columns  is  to  admit  of  monthly  totals  being  posted  to 
the  General   Ledger  instead   of  having  to  post   each   amount 
separately,    l^he  payments  of  Tradesmen's  Accounts  as  entered 
m  the  Tradesmen's  column  of  the  Cash  Book  would  be  posted 
to  the  D.f-.  of  the  individual  accounts  in  the  Tradesmen's  Ledger. 
All    entries    in    the    Cash    Book    would    be    posted,   either 
separately,  or  in  monthly  totals,  to  accounts  in  the  General 
Ledger. 

Vouchers.— 

f\}r  every  payment  made  by  the  cashier  a  receipt  would  be 
obtained  on  a  form  such  as  No.  75.  This  slip  would  be 
endorsed  on  the  back  as  shown,  and  the  names  and  amounts 
inserted,  as  well  as  the  voucher  numbers  from  the  Cash  Book. 
The  inv\)ices  not  being  attached  to  the  vcnichers,  the  latter  will 
be  of  uniform  size,  and  will  take  up  little  space.  They  may, 
therefore,  be  C(jnveniently  kept  between  cardboards  cut  to  their 
size. 
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Allocating:  Invoices. - 

The   invoices,   after  being  cherked   and   siimmLirised   where 
necessary,  would  have  allocation  abstracts,  as  under,  affixed:  — 


t\L^L^\J\^r^  M-  ly^^^     '"'i       Xi.-»   » 

Capital  A/c. 
certified 

£ 

s 

d 

Account.. 

Account.. 

f 

Account . . 

Account.. 

Account 

Account  . 

Account.. 

Account.. 

Account. . 

Account 

Account.. 

Total. .  £ 

In  allocating  the  invoices,  they  would  be  compared  with  the 
duplicates  from  the  Goods  Received  Books  kept  at  the  General 
Store  and  other  Stores,  and  the  prices  entered  on  the  duplicates, 
thus  ensuring  that  exactly  what  is  debited  from*  invoices  to  the 
different  Store  Accounts  in  the  General  Ledger  corresponds 
with  what  each  Store  receives  from  contractors. 

Filing:  Invoices. — 

The  system  of  pasting  invoices  into  a  Guard  Book  is  a 
laborious  one,  while  the  Guard  Book  is  also  unwieldy  and 
troublesome  for  reference.  A  better  system  is  to  place  the 
invoices  on  a  file— preferably  a  locking  file— having  side  prongs; 
number  them  boldly,  and  keep  an  index  of  names  and  invoice 
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numbers  for  the  year.     The  numbers  would  run  from  one  and 
up  for  the  whole  year. 

Invoice  Allocation  Book.— 

From  the  invoices  on  the  file  as  above-mentioned  the 
numbers,  names,  amounts,  and  allocations  would  be  copied  into 
an  Invoice  Allocation  Book  (Form  No.  76).  In  the  Allocation 
columns  amounts  chargeable  to  Capital  Accounts  would  be 
marked  "  C  "  in  red,  and  those  for  Repair  Account  "  R,"  also  in 
red.  Where  necessary,  the  charges  to  a  number  of  General 
Ledger  Accounts  w^ould  be  entered  all  in  the  one  column,  and 
abstracted  at  the  foot  of  that  column  at  the  end  of  the  month. 
The  aggregate  of  the  Allocation  columns  would  correspond  with 
the  total  of  the  "  Total "  column  for  the  month.  The  amount 
for  each  individual  would  be  posted  to  the  credit  of  his  account 
in  the  Tradesmen's  Ledger. 

To  avoid  having  too  many  General  Ledger  Accounts  in  the 
Invoice  Allocation  Book,  purchases  (such  as  fuel)  chargeable  to 
a  number  of  separate  accounts,  may  be  debited  direct  to  a 
General  Fuel  Account,  and  allocated  in  a  separate  book  (Form 
No.  77),  the  totals  of  which  at  the  end  of  the  year  would  be 
journalised  as  per  entry  on  page  99. 

JournaL  - 

The  Journal  includes  everything,  either  in  totals  or  in 
separate  amounts,  that  appears  in  the  General  Ledger.  The  total 
of  the  Journal  must,  therefore,  balance  with  that  of  the  General 
Ledger,  both  Dr.  and  Cr.  The  allocated  amounts  from  the 
Invoice  Allocation  Book  would  be  journalised  monthly  as 
follows :  — 


Tradesmen's  Account  Dr. 

To  Sundry  Accounts 

For  the  following  amounts  as  per  Invoice 
Allocation  Book,  p 
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The  Cash  Book  totals  would  be  journalised  as  follows:  — 


Cash  Account  ^'ir^R*^: 

To  Sundry  Accounts  (posted  from  Cash  Book) 
Total  Dr.  entries  for  month  of 

as  per  Cash 

Book,  p £ 

Less  Balance  brought  forward 
from  month  of 

Net  Receipts  for  month  of £ 

Sundry-  Accounts  (posted  from  Cash  Book)     Dr. 
To  Cash  Account 

Total  Cr.  entries  for  month  of 

as  per  Cash 

Book, p..... .         ••         »*  £ 

Less  Balance  carried  forward 
to  month  of 

Net  Payments  for  month  of £ 


^       S       d  ;^S     d 


For  all  amounts  to  be  transferred  from  one  General  Ledger 
Account  to  another,  Journal  entries  would  be  made  as 
follows :  — 


Permanent  Way  Yard  Account    . .         . .       Dr. 

To  General  Stores  Account 

For  Amount  transferred 

Invoice  No Name 

for charged  to  Per.  Way 

Yard  Account  in  error  instead  of  to 
General  Stores  Account 


£  ^  ^    £ 


fii 


For    interest    included    in    Bank   Accounts,    Journal   entries 
would  be  made,  such  as:  — 


Interest  Account  (Working  Expenses)     . .      Dr, 

To  Bank  of 

For  Interest  paid  to  Bank,  as  per  Bank 
Book,  from to 


£   s   d     /  s  d 
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As  a  rule,  the  foregoing  are  the  only  Journal  entries  requiring 
to  be  made,  except  at  balance  time,  and  examples  of  the  entries 
to  be  made  then  are  shown  in  Chapter  XI.,  dealing  with  Annual 
Balance.    The  Journal  should  be  balanced,  say,  quarterly,  with 


the  General  Ledger. 


Tradesmen's  Ledger  (Loose  Leaf).— 

A  separate  account  would  be  kept  in  the  Trades- 
men's Ledger  (Form  No.  78)  for  each  individual  from 
whom  purchases  are  made,  or  to  whom  a  contract 
is  given.  The  payments  would  be  posted  to  the  Dr. 
side  from  the  Tradesmen's  column  on  the  Cr.  side  of  the 
Cash  Book.  The  amounts  of  the  invoices  would  be  posted  to 
the  Cr.  side  of  the  Tradesmen's  Ledger  from  the  Invoice 
Allocation  Book. 

A  personal  Ledger  containing  hundreds  of  accounts,  it  kept 
as  a  bound  book,  causes  delay  at  balance  time.  Only  one 
clerk  can  conveniently  work  at  it,  or,  with  difficulty,  two. 
Squaring  off  accounts,  bringing  dow^n  the  balances,  and  making 
up  lists  of  same  to  balance  with  Tradesmen's  Account  in  the 
General  Ledger  is,  therefore,  a  slow  process,  and  tends  to  delay 
more  important  work.  It  is  recommended  that  this  Ledger  be 
kept  on  the  loose  leaf  principle,  and  a  strong  locking  file  used 
for  the  purpose.  In  this  way,  the  accounts  can  be  distributed, 
and  the  work  got  through  much  more  rapidly. 

General  Ledger. — 

The  accounts  in  the  General  Ledger  (Form  No.  79) 
would  be,  to  a  large  extent,  as  per  the  list  in  Chapter 
I.,  pages  12-17,  excluding  sub-accounts.  There  would 
always,  of  course,  be  additional  accounts  and  tempo- 
rary accounts  to  suit  varied  conditions  and  exigencies. 
The  accounts,  as  in  Chapter  I.,  are  designed  to  provide  the 
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figures  as  required  for  the  annual  report.  The  totals  for  the 
month  of  columns  i,  2,  and  3  of  the  Dr.  side  of  the  Cash 
Book  would  be  posted  to  the  Cr.  side  of  the  accounts 
in  the  General  Ledger.  The  totals  of  the  corresponding 
columns  on  the  Cr.  side  of  the  Cash  Book  would  be 
posted  to  the  Dr.  side  of  the  accounts  in  the  General 
Ledger.  All  the  amounts  in  the  fourth  column  of  the  Cash 
Book,  both  sides,  would  be  posted  separately  into  the 
General  Ledger.  For  an  example  of  a  General  Ledger  Account, 
ruled  off  for  the  year,  see  Form  Xo.  79.  The  General  Ledger 
would  be. balanced  quarterly  with  the  Journal. 
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CHAPTER  XI. 


ANNUAL  BALANCE. 


The  preceding  chapters  naturally  lead  up  to  this.  It  goes 
without  saying  that  the  work  described  in  these  chapters  must 
be  kept  as  far  up  to  date  as  possible  to  facilitate  and  expedite 
the  balance.  Everything  that  can  be  done  before  the  close  of 
the  financial  period  should  be  done.  The  a(H^ountant  will  look 
far  ahead.  Indeed,  it  may  be  said  that  no  sooner  will  one 
balance  be  completed  than  he  will  be  anticipating  and  preparing 
for  the  next.  There  can  be  no  more  mistaken  policy  than  to 
allow  things  to  get  into  arrears  during  the  year,  and  then  to 
attack  them  at  the  eleventh  hour  with  feverish  haste. 

Stocktakiiij!:.— 

One  of  the  things  to  be  seen  to  well  beforehand  is  stock- 
taking. For  the  Depot  Stores,  Sheets  (Form  Xo.  80)  should  be 
prepared,  containing  the  article  numbers  and  descriptions  of  all 
the  stores  which  can  possibly  be  in  stock.  These  sheets  would 
be  made  up  from  the  Stock  Accounts  kept  in  the  Head  Office, 
and  would  be  priced  from  these  accounts.  The  stock  at  each 
store  would  be  carefully  taken  by  one  official  and  checked  by 
another,  and  the  Stock  Sheets  would  be  certified  by  both. 
Where  the  stock  is  too  large  to  be  accurately  taken  on  the 
closing  day  of  the  financial  period,  stocktaking  would  be  com- 
menced earlier,  and  any  receivals  and  issues  subsequent  to 
stocktaking,  and  prior  to  the  close  of  the  year,  would  be  added 
and  deducted  to  bring  out  the  exact  stock  to  be  entered  in  the 
Stock  Sheet.     The  postings  to  the  Stock  Accounts  would  be 


made  lo  the  close  of  the  year,  as  soon  as  prjssible  thereafter. 
When  the  Stock  Sheets,  with  the  quantities  filled  in,  are  received 
from  the  various  stores  the  balances  of  the  Stock  Accounts 
would  be  entered  on  them  in  the  column  for  the  purpose,  and 
any  discrepancies  carefully  investigated.  After  careful  check- 
ing of  stock  and  postings,  entries  for  differences  might  be  made, 
as  explamed  on  pages  54-55.  The  actual  stocks  on  hand, 
as  ascertained  by  careful  stocktaking  would  be  extended  in  the 
Stock  Sheets  and  brought  down  as  balances  in  the  Stock 
Accounts.  After  comparison  of  quantities  with  the  balances 
of  the  Stock  Accounts,  the  Stock  Sheets  would  be  extended,  and 
the  extensions  checked.  Each  page  of  the  Stock  Sheets  would 
be  certified,  in  the  spaces  for  the  purpose,  as  to  quantities,  prices, 
and  extensions,  and  would  also  be  initialled  by  the  accountant. 

An  abstract  shf>wing  the  totals  of  the  various  Stock  Sheets 
would  be  made  up  after  they  have  been  finally  completed.  It 
will  be  found  convenient  to  at  once  pencil  these  totals  on  the 
credit  side  of  the  various  accounts  in  the  General  Ledger. 

There  should  be  no  dubiety  as  to  what  should  be  included  in 
the  Stock  Sheets  for  the  amounts  of  which  credit  is  to  be 
taken.     It  may  be  stated,  however,  that — 

(i)  They  should  not  include  anything  which  has  been 
charged  to  Capital  Account. 

(2)  They  should  include  all  stores  not  in  use,  which,  if  not 
carried  down  in  the  Balance  Sheet,  would,  by  their 
amount,  make  the  charges  against  Revenue  for  the 
period  too  high. 

In  addition  to  the  Stock  Sheets,  which  will  include  all  goods 
for  which  credit  is  to  be  taken,  an  inventory  should  also  be 
made  up,  as  at  the  date  of  the  balance,  of  all  plant,  &c.,  under 
the  headings  as  per  the  Capital  Account.  These  Inventory 
Sheets  would  have  columns  showing — 
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(i)  Cost  Price. 

(2)  Cost  Price,  less  Depreciation  written  off. 

(3)  Present    Valuation     (based    on    estimated     unexhausted 

senice). 

If  the  present  valuation  exceeds  the  depreciated  amount  at 
^^hich  plant  is  standing  in  the  Capital  Account  it  will  mean,  of 
course,  that  the  rate  at  which  depreciation  has  been  written  off 
has  been  too  high.  The  danger,  however,  is  rather  that  the 
depreciated  amount  will  exceed  the  present  valuation,  in  which 
case  additional  depreciation  should  be  written  off.  By  taking 
actual  inventories  in  this  manner,  the  following  purposes  are 
served  :  — 

(i)  That  nothing  can  go  amissing  without  being  detected. 

(2)  That  the  various   amounts   in   the   Capital   Account   are 

represented  by  the  tangible  assets  which  they  comprise. 

(3)  That  these  assets,  in  proportion  to  the  service  still  to  be 

got  out  of  them,  are  not  standing  at  more  than  theii 
current  value  in  the  Capital  Account. 

Completing  Subsidiary  Books,  &c.— 

When  the  closing  day  of  the  financial  period  does  not  fall  on 
the  last  day  of  the  wages  week,  it  is  advisable  to  have  all 
Tradesmen's  Time  Allocation  Returns  made  up  to  the  closing 
day,  so  that  the  Wages  Allocation  Books  can  be  promptly 
completed  for  the  full  financial  period.  This  applies  also  to 
Material  Returns.  The  Permanent  Way  Expenditure  Ledger, 
the  Works  Expenditure  Ledger,  the  Depots  Expenditure 
Ledger,  the  Overhead  Expenditure  Ledger,  and  the 
Mains  Expenditure  Ledger  should  each  balance  with  the  Wages 
Allocation  Books  and  Material  Returns  from  which  they  are 
posted.  Prior  to  the  close  of  the  year,  these  Ledgers  would  be 
gone  over,  and  the  manner  of  dealing  with  ever\thing 
determined.  Immediately  after  the  Ledgers  have  been  com- 
pleted, Journal  entries  would  be  made  for  the  amounts  they 
contain.  The  following  examples  will  indicate  generally  the 
form  in  which  these  and  other  Journal  entries  would  be  made.  • 
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Car  Tokens  Account Dr. 

For  tokens  used,  as  returned  by 

Conductors,  from to 

To  Traffic  Revenue  Account 


Sundry  Accounts        Dr. 

To  Wages  Account  (General) 

For  amounts  transferred  as  per 

Wages  Abstract*  for  year  to 

Wages  Account  (Power  Expenses) 
Do.        do.        (Traffic         „        ) 

Cleaning  Cars  Account         

Oiling  Cars  Account . ' 

&c.,  tkc. 


Sundry  Accounts        Dr. 

To  Salaries  Account  

For  amount  of  Salaries  for  year 

to ,  allocated  as  per 

certified  statement. 
Salaries  Account  (Power  Expenses). 
Do.  do.      (Traffic        „         ) 

Do.  do.      (Ticket  Check) 

&c.,  &c. 


Sundry  Accounts        Dr. 

To  General  Fuel  Account 

For  allocation  of  Fuel  Accounts 

for  year  to ,  as  per  Fuel 

Allocation  Book.t 
Fuel  Account  1  Power  Expenses)    . . 
Permanent  Way  (Yard)  Account    . . 
Do.        do.    (Streets)     „ 

Fuel  Account  (Car  Sheds) 

&c.,  tkc. 


Wages  Account  (General)     . .         . .      Dr. 
To  Sundry  Creditors  Account     . . 

For  amount  of  Wages  for 

days  to ,  and  unpaid  at 

that  date. 


Sundry  Accounts        Dr. 

To  Sundry  Creditors  Account    . . 

For  the  following  amounts  prior 

to ,  unpaid  at  that  date 

and  not  through  Invoice  Alloca- 
tion Book : — 
Light  and  Water  Account  (General). 
Electricity  Dept.  El.    Energy  £ 
Water  „        Water 

Gas  „        Gas 

&c.,  &c. 


Sundry  Accounts        Dr. 

To  General  Stores  Account 

For  Material  issued  from  General 

Stores  during  year  to , 

as  per  abstract  of  Issues  Alloca- 
tion Sheets.:! 
Permanent  Way  (Yardi  Account    . . 
Do.  do.   (Streets)      » 

Car  Works  Stock  Account 

Depot  Store  Account 

Depot  Store  Account 

&c.,  &c. 


Vide  pa^e  34. 


+  Form  No.  jy. 


i     s    d 


I     s    d 


X  Form  No.  27. 
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]OVRN\h— continued. 


Sundry  Accounts        ^''• 

To Depot  Store  Account 

For  Material  issued  from  Store 
(except  for  Maintenance),  as  per 
Issues  Allocation    Sheets*    for 

year  to 

Cleaning  Cars  Account         

Oiling  Cars  Account 

Oil,   Waste,  and  Supplies  Account 
(Sub-Station) 

&c..  &c. 


Dr. 


Sundry  Accounts        

To Depot  Store  Account 

For  Material  accounted  for  as  per 
Depots    Expenditure    Ledger  f 

for  year  to £ 

Less  Credits  in  above  re- 
turns for  Material  taken 
out  of  use  and  returned 
to  Depot  Store  . . 


Depots  Expenditure  Account  (amount  as 

above)  

General  Stores  Account       

For  Parts  and  Scrap  transferred, 
as  per  Transfers  Account  in 
Depots  Expenditure  Ledger. 


Dr. 


Depot  Store  Account     . 

To Depot  Store  Account 

For  Material  transferred  from  one 
Depot  Store  to  another  as  per 
Material  Transferred  Account 
in  DeixJts  Expenditure  Ledger. 


Dr. 


Sundry  Accounts         

To  Depots  Exi)enditure  Account  . . 

For  work  done  by  Car  RepairinR 

Staffs  at  Depots  for  year  to , 

as     per    Depots     Expenditure 
Ledger. 
Electric  Cars  Account  (R),  and  an\-  other 
accounts  for  which  Depot  Staffs  have 
done  work. 


Dr, 


Works  Expenditure  Account 

To  Works  Stock  Account 

For  all  Material  accounted  for  in 
Works  Expenditure  Ledger 
(less  Credits  for  parts  taken  out 
of  use  and  returned  to  General 
Store). 


Dr. 


Works  Expenditure  Account 
To  Works  Oncost  Account 

For  total  Amount  of  Oncost  Ac- 
count transferred. 


*  Similar  to  Form  No.  27. 


JOU  RN  AL— f  om//«  tied. 


£    s    d 


Sundry  Accounts         Dr. 

To  Works  Expenditure  Account 

For  the    following    amounts    ex- 
pended during  year  to , 

as     per    Works     Expenditure 
Ledger  :— 


.Account 


New     Cars    Account 

(Capital) 
Maintenance  of  Cars 

Account 
Power   Station    Plant 

Account 

&.C.,  &c. 


f   s  d  r  s  tir  s  d 


Permanent  Way  Account  (Streets)        Dr. 
To    Permanent    Way    Account     (Yard 

Stock) 

For  Material  dispatched  to  Streets 
(exclusive  of  Contractors'  Jobs) 

for  year  to ,  as  per 

Permanent  Way  Dispatch  Allo- 
cation Book  (Yard).* 


Alex.  Stark  &  Sons,  Contractors   . .      Dr. 

To  Permanent  Way  Account  (Yard)     . . 

For  Material  dispatched  for  year 

to ,  as  per  Permanent 

Way  Dispatch  Allocation  Book 
(Yard),  and  also  Permanent 
Way  Contractors'  Account.  ■ 


Sundry  Accounts        Dr. 

To  Alex.  Stark  &  Sons,  Contractors    . . 

For  Material  used  by  above  and 

chargeable  to  accounts  as  under 

for  year  to : — 

Permanent  Way  Account  (C) 

Do.         do.    Renewals  Account 

Rail  Bonding  Account  (C) 

Ducts  Account 


Permanent  Way  Sundry  Sales  Account  D  r. 

To  Sundry  Accounts         

For      chargeable     Wages      and 
Material  (old  and  new)  for  year 

to as  per— 

(i)  Yard  and  Streets  Dispatch  Allo- 
cation Books. 
(2)  Permanent    Way    Expenditure 
Ledger. 
Permanent  Way  Account  (Yard  Stock).. 
Do.  do.  „        (Streets  Stock) 

Do.  do.    Expenditure  Account. . 


t  See  pawe  53- 


*  See  pages  74-77. 


£     s    d 


;C      S     d 
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Permanent  Way  Expenditure  Account  Dr. 
To  Permanent  Way  (Streets)  Account . . 
For  Material  used,  as  per  Per- 
manent  Way    Allocation    Con- 
sumpt  Book  (Streets). 


Permanent  Way  Account  (Yard)  . .  Dr. 
To  Permanent  Way  Account  i Streets). . 
For  Material  returned  from  Streets 
to  Yard,  as  per  Permanent  Way 
Yard  Receivals  Book  and  Yard 
Account  in  Permanent  Way 
Expenditure  Ledger. 


Permanent  Way  Yard  Account      . .      Dr. 
To      Permanent      Way      Expenditure 

Account       

For  Scrap  produced  from  opera- 
tions on  Permanent  Way  and  \ 
sent  to  Yard  as  per  Permanent  j 
Way  Allocation  Consumpt  Book  ^ 
(Streets). 


Permanent  Way  Expenditure  .\ccount  Dr. 
To  Permanent  Way  Oncost  Account  .  . 
For     total     amount    of    Oncost 
Accmmt  transferred. 


Lighting  Cars  Account  Dr. 

I'o  Sundry  Accounts         

For   proportion  of  Accounts   as 
imder  applicable  to  production 
of  Current  for  Lighting  Cars. 
Salaries     and      Wages      (Power      Ex- 
penses) : — 


Total  K.VV. 
Hours    .. 


K.VV.  Hours  for 
l.i^ihtinti  Cars 


£ 


Fuel  Account  (Power  Expenses)  :- 


Total  K.VV. 
Hours    .. 


K.VV.  Hours  for 
LJKhtinii  Cars 


Works  Account  Dr. 

To  Sundry  Accounts         

For  proportion  of  Accounts  ap- 
plicable to  production  of 
Current  for  Works. 

Detail  as  per  previous  entry.) 


Permanent  Way  Expenditure  Account  Dr. 
To  Permanent  Way  Renewal  Fund 

Annual  charge  for  Permanent 
Way  Renewals  unexpended 
and  placed  to  credit  of  Renewal 

Fund,  miles  single  track 

at  jT per  mile. 


£•     s    d         £     s    d 
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Sundry  Accounts        fjr. 

To      Permanent     Way      Expenditure 

Account 

For  Work  executed  by  Permanent 
Way  Department  during  year 

to ,   as  per    Permanent 

Way  Expenditure  Ledger  :— 

Repairs. 


Section 


Material      Wages 


^     s    d      jT     s    d 


£    s   d 


£    s   .1 


Oncost 


&c..  &c. 


General  Reserve  Fund        . .         . .      Dr. 
To  Horse  Cars  Account  (C) 

For  Loss  on Horse  Cars 

sold  during  year    to 

Cost  at  £  each  . .  £ 

Less  Depreciation  already 
written  off 


Acss- -Realis  d    .. 

Loss  chargeable  to 
General  Reserve 
Fund 


An  entry  on  the  same  lines  as  the  above  would  be  made  for 
any  other  plant  sold  or  rendered  useless. 

The  accounts  in  the  Tradesmen's  Ledger,  after  being  posted, 
Dr.  and  Cr.,  up  to  the  closing  day  of  the  period  would  be 
squared  off,  and  the  balances  brought  down.  These  balances 
would  be  carried  to  a  list,  the  total  of  which  should  agree,  with 
the  balance  of  the  Tradesmen's  Account  in  the  General  Ledger. 

The  Cash  Book  to  the  close  of  the  period  should  be  promptly 
po.sted,  as  well  as  the  journalised  purchases  for  the  closing 
month.  While  the  figures  for  the  Journal  entries  are  being 
prepared  from  the  subsidiary  books,  a  bookkeeper  should  be 
engaged  entering  them  into  the  Journal  and  posting  them  to  the 


f 


IH 


II 


Mii 


I 
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General  Ledger.  When  the  posting  is  completed  the  General 
Ledger  should  be  balanced  with  the  Journal.  As  stated 
elsewhere,  it  would  also  be  balanced  quarterly. 

Annual  Report.— 

At  this  stage  the  figures  will  now  be  ready  to  be  carried  into 
a  draft  of  the  Revenue  Account,  Capital  Account,  and  Balance 
Sheet  {vide  pages  5-10).  A  ver}-  convenient  method  is  to  have 
printed  proofs,  with  last  year's  figures  transferred  to  the  margin, 
and  everything  properly  set  up,  with  the  columns  left  blank  in 
which  the  new  figures  are  to  be  filled  in.  The  General  Ledger, 
having  already  balanced,  there  should  not  be  much  difficulty  in 
balancing  the  figures  carried  into  the  prints. 

Closing  Entries. — 

After  everything  has  been  audited  as  far  as  possible,  and  the 
proof  accounts  approved,  the  accounts  in  the  General  Ledger 
would  be  closed  from  Journal  entries,  as  per  the  following 
examples :  — 


TRAMWAY   ACCOUNTS. 

Examples  of  Journal  entries  to  close 
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Revenue  Account       Dr. 

To  Sundry  Accounts         

For  Expenditure  for  Year  to.... 
as  per  Revenue  Account,  folios 

in  Annual  Report. 

Salaries  Account  (Power  Expenses) 

Wages  Account  „  „ 

Fuel  Account  „  „ 

Oil,  Waste,  and  Supplies  Account  (Power 

Expenses) 

Ac,  &c. 


Sundry  Accounts        Dr. 

To  Revenue  Account         

For  Receipts  for  Year  to ! . 

as  per  Revenue  Account,  folios 

in  Annual  Report. 

Traffic  Revenue  Account 

Advertising  on  Tickets  Account    . . 
&c.,  &c. 


Capital  Account  Dr. 

To  Sundry  Accounts         

For  Capital  Expenditure  as  at 
,  less  Total  Deprecia- 
tion written  oft",  as  per  Capital 

Account,  folios in  Annual 

Report. 

Permanent  Way  Account  (Cap.)     . . 

Rail  Bonding  Account  (C) 

Ducts  and  Manholes  Account  (C) . . 

Cables  Account  (C)     , . 
&c.,  &c. 


Dr. 


Depreciation  Account 
To  Sundry  Accounts 

For  Depreciation  for  Year  to  .... 

•  ■. as  per  Capital  Account, 

folios in  Annual  Report. 

Depot,    %on;r  =£ 

Depot,    o^  on^C  =£ 

Depot,    %  on  £  =.£ 

Rail  Bonding 
-Account %  on  £ 

Ducts  and  Man- 
holes Account,     %  on  £ 

Cables  Account,    %  on  /" 
tvc,  tScc. 


=£ 


Balance  Account         

To  Sundry  Accounts 

For  the  following  Amounts  as 
Balance  Sheet  (Assets)  folio 
in  Annual  Report. 
Capital  Account 
Works  Stock  Account 
General  Stores  Account 

Depot  Store  Account 

Depot  Store  Account 

Sundry  Debtors  Account 

Cash  Account 

Bank  Account  (General) 
Do.,    do.  (General  Manager's) 
&c.,  &c. 


Dr. 
per 


£    s    d 


£    s    d 


io6 
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Sundry  Accounts        Dr. 

To  Balance  Account          

For  the  following;  Amounts  as  per 

Balance  Sheet  (Liabilities)  folio 

in  Annual  Report. 

Loan        

Sinking  Fund 

Permanent  Way  Renewal  Fund     , . 

General  Reserve  Fund         

Sundry  Creditors  Account 

&€.,  &c. 

h 


After  the  closing  entries  have  been  audited  the  Balance  Sheet 
would  be  docquetted  by  the  auditor. 

The  following  examples  are  gi\en  to  show  the  system  on 
which  the  more  difficult  of  the  General  Ledger  Accounts  would 
be  wrought.  These  summarised  accounts,  if  carefully  examined 
in  the  light  of  the  subsidiary  records  from  which  they  would  be 
posted,  should  be  quite  clear.  Debits  and  credits  to  the 
various  accounts  are  provided  for  all  movements  of  material 
(new,  second-hand,  and  scrap),  so  that  the  records  will  always 
be  in  agreement  with  the  goods,  wherever  located,  or  in 
whatever  form. 
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The  General  Ledger  Accounts  in  which  balances  shuuld  be 
carried  down  to  the  next  year  would  be  re-opened  by  Journal 
entries  as  follows  :  — 


Sundry-  Accounts        Dr. 

To  (Capital  Account 

For  the  following  Amounts  as  per 

Capital  Account,  folios in 

Annual  Report. 
Permanent  Way  Account  (C) 

Rail  Bonding;  Account  (C) 

Ducts  and  Manholes  Account  (C) 

Cables  Account  (C) 

&c.,  &c. 


Sundry  Accounts        

To  Balance  Account 

For  the  following  Amounts  as 
Balance  Sheet  (Assets)  folio, 
in  Annual  Re{X)rt. 

Capital  Account  

Works  Stock  Account 

Depot  Stores  Account 

Depot  Stores  Account 

Sundry  Debtors  Account 

Bank  Account  

Cash  Account 

&c.,  &c. 


Dr. 
per 


Balance  Account         Dr. 

To  Sundry  Accounts  

For  the  foliowin^j  Amounts  as  j>er 
Balance  Sheet  (Liabilities)  folio 

in  Annual  Report. 

loan  (with  Name) 

Sinking  Fund 

Pennanent  Way  Renewal  Fund 
General  Reserve  Fund 

Sundry  Creditors  Account 

&c.,  &c. 


£     s    d 


£    s  d 


PROFESSIONAL     AUDIT. 

The  professional  audit  of  the  books  and  accounts  of  a  Tram- 
ways undertaking  must  necessarily  be  fairly  exhaustive.  The 
scope  of  the  audit  may  be  outlined  generally  as  follows:  — 

Cas/i  Book. — The  auditor  would  vouch  every  entry  in  the  Cash 
Book  with  the  Vouchers,  Counterfoil  Receipt  Book,  Traffic 
Revenue  Book,  Bank  Books,  &c.,  and  check  all  the  summations 
of  the  Cash  Book. 

Invoices. — He  would  examine  and  initial,  (jr  stamp,  every 
invoice  that  has  been  passed,  and  check  its  allocation  as  far  as 
po.ssible,  e.specially  for  charges  lo  Capital. 

Invoice  Allocation  Book. — He  would  check  all  the  amounts 
entered  in  the  Allocation  Book  from  the  invoices,  and  also  the 
summations. 


Journal. — He  would  check  ever)-  entry  in  the  Journal  with 
the  subsidiary  book  or  record  from  which  it  is  derived.  He 
would  also  check  the  summations. 

Tradesmen's  Ledger. — He  would  check  some  of  the  Dr.  and 
Cr.  postings.  At  the  end  of  the  year  he  would  check  the  sum- 
mations of  the  accounts,  and  compare  the  balances  with  the  list 
of  same,  and  see  that  the  total  of  this  list  corresi>onds  with  the 
balance  of  the  Tradesmen's  Account  in  the  General  Ledger. 

General  Ledger. — He  would  check  all  postings  and  sum- 
mations. 

Stock  Sheets. — He  would  carefully  examine  the  Stock  Sheets, 
compare  some  of  the  individual  stocks  with  the  Stock  Accounts, 
and  check  some  extensions  and  summations,  and  compare  the 
totals  with  the  stock  amounts  on  the  assets'  side  of  the  Balance 
Sheet. 

Annual  Report. — He  would  check  each  amount  in  the 
Revenue  Account,  Capital  Account,  and  Balance  Sheet  with  the 
accounts  in  the  General  Ledger,  and  would  carefully  consider 
the  accounts  in  the  light  of  the  report,  and  all  explanatory 
remarks  and  statements  therein.  He  would  satisfy  himself  that 
proper  provision  is  made  in  the  accounts  for  all  renewals. 

Wages  Sheets. — At  intervals  he  would  check  a  complete 
week's  Wages  Sheets  in  every  respect. 

Trafic  Sheets. — He  would,  at  inter\'als,  check  a  complete 
week's  Traffic  Sheets  from  the  Way  Bills  to  the  Weekly  Abstract 
of  Receipts. 

Sundry  Subsidiary  Books,  6^t:. — In  addition  to  the  foregoing, 
it  would  be  expedient  that  he  should  make  an  occasional  excur- 
sion into  the  different  sections  of  the  subsidiar}^  work — such  as 
Depots  and  Works  Expenditure  Books,  Permanent  Way  Books, 
Stock  Accounts,  &c. 

General. — He  would  examine  the  Acts  of  Parliament  under 
which  the  Tramways  were  laid  and  are  operated,  particularly 
as  to  the  clauses  relating  to  finance. 

All  information  and  assistance  should  be  afforded  the  auditor 
in  his  work.  Nothing  should  be  withheld.  He  should  have* 
access,  as  required,  to  any  books,  records,  or  documents,  and 
his  suggestions  should  be  carefully  considereil.  The  efficacy  of 
an  audit  depends  largely  upon  its  completeness. 
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CHAPTER  XI r. 


SINKING    FUND,    DEPRECIATION,    RENEWAL   AND 

RESERVE    FUNDS. 


I.— SINKING    FUND. 


paid  off,  and  the    man's    rnvn    ;£i,ooo,    not    another's^  will  he 
invested  in  his  business. 

In  cases  where  power  to  borrow  has  been  obtained  under 
different  Acts,  and  capital  has  been  borrowed  in  different  years, 
it  is  desirable  to  sub-divide  Sinking  Fund  according  to  the  year 
of  borrowing.  Thus,  money  borrowed,  say,  in  1895  will  be 
wiped  out  in  1926  by  a  Sinking  Fund  of  2  per  cent,  accumu- 
lated at  3  per  cent. ;  and  money  borrowed  in  1900  will  be  wiped 
out  in  1 93 1  by  the  same  percentages.  Consequently,  after  1926, 
no  further  Sinking  Fund  need  be  set  aside  on  the  amount  bor- 
rowed in  1895.  The  following  statement  shows  the  application 
of  Sinking  Fund  to  amounts  borrowed  in  different  years:  — 


Acts  of  Parliament  conferring  powers  on  Corporations  or 
other  borhes  to  construct  and  equip  Tramways,  and  to  borrow 
money  lo  a  specified  amount  for  this  purpose,  alwavs  provide 
for  the  repayment  of  such  loans.  This  repayment  is  effected 
by  means  of  a  Sinking  Fund,  which  consists  of  a  percentage 
per  annum  on  the  amount  borrowed,  taken  out  of  the  annual 
revenue,  this  percentage  being  fixed  according  to  the  period  in 
which  the  debt  is  to  be  wiped  out.  The  Sinking  Fund  is 
generally  accumulated  at  interest.  Two  per  cent.  Sinking  P'und 
accumulated  at  2^^  per  cent,  interest  will  wipe  out  a  debt  in  33 
years  ;  if  accumulated  at  3  per  cent.,  the  debt  will  be  redeemed 
in  31  years. 

A  simple  illustration  of  the  purpose  of  Sinking  Fund  may 
be  given.  A  man  borrows  ;£i,ooo  to  start  a  business,  and 
desires  to  pay  off  the  debt  in,  say,  20  years.  By  calculation  he 
ascertains  that  a  Sinking  Fund  of  £^^  14s.  5d.  per  cent.,  accumu- 
lated at  3  per  cent,  interest,  will  accomplish  this.  By  this  means, 
at  the  end  of  the  twentieth  year,  the  ;£i,ooo  borrowed  will  be 
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The  portion  of  such  a  statement  as  this,  which  relates  to  the 
current  year,  might  always  be  embodied  in  the  published 
financial  report  of  the  undertaking.  It  will  be  noticed  that, 
during  the  last  two  years,  interest  is  added  at  5  per  cent., 
instead  of  2^  per  cent,  as  formerly.  The  object  should  be  to 
accumulate  the  Sinking  Fund  at  as  nearly  as  possible  the  same 
rate  of  interest  as  that  paid  on  the  loans. 

There  is  apt  to  be,  and  there  is,  so  much  misconception 
regarding  the  real  purpose  and  limits  of  Sinking  Fund  that  it  is 
well  to  emphasise  the  fact  that  it  is  merely  a  method  of  repay- 
ing borrowed  capital,  in  order  that,  ultimately,  if  there  is  no 
additional  borrowing,  the  undertaking  would  be  a  free  asset, 
unburdened  by  any  charges  for  interest  or  redemption  of  debt. 


II.— DEPRECIATION  AND  PERMANENT  WAY 

RENEWAL  FUND. 

While  Sinking  Fund  deals  with  money  borrowed.  Deprecia- 
tion deals  with  the  tangible  items  of  capital  on  which  the  money 
has  been  expended.  It  is  not  sufficient  merely  to  pay  off  loans ; 
provision  must  be  made  to  renew  the  various  items  of  Capital 
as  they  become  worn  out.  For  this  purpose  there  must  be  set 
aside  from  Revenue  sufficient  sums  in  name  of  Depreciation  to 
meet  renewals  when  they  become  due.  The  amount  set  aside 
as  Depreciation  may  be  separately  invested,  or  it  may  have  been 
expended  for  capital  purposes  to  avoid  borrowing.  In  the  latter 
case,  the  amount  may  still  be  borrowed.  In  both  cases — and 
this  is  the  essential  requirement — there  are  funds  available  to 
meet  the  required  renewals.  By  charging  against  Revenue  fixed 
annual  percentages  of  the  original  cost  of  the  various  items  of 
Capital  an  equalisation  of  renewal  charges  over  the  years  is 
secured.  Otherwise  unduly  heavy  charges  would  fall  on  some 
years,  and  unduly  light  charges  on  others. 


The  "  life  "  of  the  subject  determines  the  rate  of  Depreciation. 
If  it  is  known  that  a  subject  will  be  utterly  valueless  in,  say, 
20  years— without  even  a  "  scrap  "  value— then  Depreciation  at 
the  rate  of  5  per  cent,  per  annum  should  be  written  off.  If  it 
is  reasonably  expected  that  a  subject  will  have  a  residual  or 
realisable  value  of  20  per  cent,  of  its  cost  when  it  requires 
renewal  in  20  years,  then  4  per  cent,  per  annum  should  be 
written  off  as  Depreciation.  When  a  renewal  is  carried  out,  the 
full  cost  would  again  appear  in  Capital  Account,  and  the 
process  of  reduction  by  Depreciation  would  recommence. 

It  must  be  clearly  understood  that  Depreciation  should  pro- 
perly be  provision  for  renewals  only,  corresponding  to  the 
shrinkage  in  value  of  the  assets,  and  that  ordinary  repairs 
executed  must,  in  addition,  be  charged  year  by  year  against 
Revenue. 

It  should  also  be  noted  that  provision  for  capital  becoming 
obsolete  through  improvements,  or  change  of  system,  should 
not,  strictly  speaking,  be  included  in  Depreciation  charges 
against  Revenue.  Such  provision  should,  preferably,  be  made 
by  a  Reserve  Fund,  as  explained  under  that  heading. 

The  various  items  of  Capital  must  be  treated  separately 
according  to  their  special  circumstances. 

Permanent  Way,— 

As  large  sections  of  track  often  require  renewal  at  one 
time,  and  as  the  life  of  different  sections  will  vary  according 
to  the  traffic,  a  Renewal  Fund  will  be  found  more  serviceable 
for  dealing  with  this  item  than  the  ordinary  method  of  writing 
down  the  capital  cost  by  Depreciation.  An  average  "  life  "  must, 
of  course,  be  estimated  in  fixing  the  amount  per  mile  of  track 
to  be  charged  annually  against  Revenue  for  track  renewals.  The 
service  to  be  got  out  of  a  line  is,  of  course,  dependent  upon  its 
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construction  and  gradients,  and  upon  the  number,  weight,  and 
speed  of  the  cars  and  other  vehicles  passing  over  it. 
Local  circumstances  must  always  be  taken  into  account. 
The  life  of  an  electric  line  will  certainly  be  appreciably  shorter 
than  that  of  a  horse  line;  and,  in  charging  for  renewals,  it  will 
be  sounder  finance  to  under-estimate  than  to  over-estimate  this 
life. 

In  a  city  with  a  close  electric  car  service,  and  a  good  deal  of 
other  vehicular  traffic,  £45^  per  mile  of  single  track  is  esti- 
mated as  necessary  to  provide  for  renewals.  This  is  on  the 
basis  of  an  average  life  of  from  10  to  12  years. 

The  unexpended  amounts  charged  to  Revenue  Account  for 
future  renewals  would  be  credited  to  a  specific  account,  Per- 
manent Way  Renewal  Fund,  which  would  appear  as  a  liability 
in  the  Balance  Sheet,  and  to  v^hich  would  be  debited  the  cost  of 
all  renewals  when  executed. 

Permanent  Way  Electrical  Equipment.— 

(a)  Rail  Bonding. — The  copper  bonds  with  which  the  rails 
are  jointed  will  require  to  be  taken  out  when  the  rails  are 
renewed.  It  is  considered  advisable  to  renew  the  bonds  along 
with  the  rails,  consequently  provision  for  renewal  of  bonding 
might  suitably  be  made  at  the  same  rate  as  for  the  track,  or, 
after  allowing  for  scrap  copper,  say  7^  per  cent. 

(d)  Ducts  and  Manholes. — The  iron  ducts,  or  pipes, 
through  which  the  cables  are  drawn,  are  embedded 
in  concrete,  which  forms  a  new  channel  for  the  cable. 
In  the  ordinary  course  the  duct  does  not  require  to  be 
renewed.  Strictly  speaking,  therefore.  Depreciation  is  unneces- 
sary. The  Reserve  Fund  should  provide  for  wiping  out  the  cost 
on  a  change  being  made  to  another  system.  If  this  is  not  done, 
however.  Depreciation  at,  say,  2]/^  per  cent,  might  be  written 
off. 
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{c)  Feeder  Cables.  —  A  very  long  life  may  safely  be  pre- 
dicted for  cables,  although,  of  course,  they  have  nowhere  been 
long  enough  in  use  for  even  experts  to  state  a  definite  period. 
On  the  basis  of  a  30  to  35  years'  service  a  Depreciation  of  3 
per  cent,  would  be  ample.  This  life  is  estimated  for  cables 
conveying  current  for  a  fairly  close  service. 

(d)  Poles  and  Rosettes. — Excepting  accidents,  internal  cor- 
rosion is  the  only  element  of  wear  in  connection  with  poles.  An 
average  service  of  30  years  may  be  safely  taken,  requiring  a 
Depreciation  of  3  per  cent. 

(e)  Overhead  Wires. — Unlike  many  other  items,  the  overhead 
trolley  wires  will  be  continually  undergoing  renewal,  the  cost 
of  which  would,  year  by  year,  be  charged  to  Revenue.  Cur\'es 
at  busy  crossings  may  last  only  six  months;  on  routes  where  a 
close  service  is  run,  two  or  three  years'  life  is  all  that  can  be 
depended  upon.  The  work  of  renewal  might  be  so  systemati- 
cally arranged  that  by  charging  against  Revenue  the  actual 
expenditure  year  by  year  an  equalisation  of  charges  over  the 
years  would  be  secured,  and  Depreciation  would  be  unnecessary. 

(/)  Section  Boxes.— As  from  20  to  30  years'  life  may  fairiy  be 
taken  for  section  boxes.  Depreciation  at  from  4  per  cent,  to  5 
per  cent,  per  annum  would  be  ample  provision. 

Ground.— 

As  the  value  of  ground  will  not,  as  a  rule,  depreciate,  any 
provision  under  this  heading  will  be  unnecessar)^  Should  it 
appreciate,  however,  no  addition  to  the  Capital  Account  would 
be  made  on  this  account. 

Buildings. — 

For  Tramway  buildings,  which  are  principally  of  brick,  and 
which  deteriorate  very  slowly,  a  Depreciarion  of  2%  per  cent, 
per  annum  should  be  sufficient. 
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Machinery  and  Plant.— 

Works. — The  Works  machinerj^  consisting  principally  of  iron- 
working  and  wood-working  machines,  which  will  be  in  constant 
use,  is  bound  to  deteriorate  quicker  than  many  other  items  of 
capital.  On  the  basis  of  from  12  to  15  years'  Hfe  Depreciation 
at  7^2  per  Cent,  per  annum  should  be  provided. 

PcfUfer  Station  and  Sub-Stations. — As  spare  generating  plant 
requires  to  be  provided,  such  plant  will  always  be  idle  and 
will  suffer  little  wear  and  tear.  For  the  electrical  plant  at  the 
Power  Station  and  Sub-Stations  a  fairly  long  life  may  be  safely 
anticipated.  A  rate  of  5  per  cent,  per  annum  over  all  for 
Depreciation  should  be  ample  provision  for  all  renewals. 

Rolling  Stock.— 

To  place  the  life  of  an  electric  car  at  anything  beyond 
12  or  15  years,  if  it  runs  at  a  fair  speed,  and  the  traffic 
is  moderately  heavy,  would,  most  likely,  be  to  form  too  sanguine 
an 'estimate.  At  that  rate  7  Jo  per  cent,  per  annum  should  be 
written  off  as  Depreciation.  If,  after  some  years'  senice,  that 
allowance  is  found  to  be  insufficient,  the  rate  would  naturally 
require  to  be  increased,  just  as  it  might  be  reduced  in  the 
unlikely  event  of  the  life  exceeding  the  estimate.* 

Sundry  Equipments.— 

These,  consisting  principally  of  car  accessories,  will,  like 
the  overhead  equipment,  be  undergoing  regular  renewal,  the 
cost  of  which  would  be  charged  against  Revenue,  thus 
obviating  the  necessity  for  Depreciarion. 

Furniture. — 

A  nominal  Depreciation  of  2^  j>er  cent,  might  be  written  off 
furniture  until  the  realisable  value  is  reached. 


*  This  principle  would,  of  course,  also  apply  to  the  Depreciation  of  other  items  of 
Capital. 


Horses  and  Harness. 

These  should  be  written  down  by  Depreciation  to  their 
realisable  value  at  the  rate  of,  say,  7^  per  cent,  per  annum, 
and  fully  maintained  out  of  Revenue. 

Uniforms.— 

As  an  equipment  of  uniforms  will  probably  last  two 
years,  a  simple  method  would  be  to  reduce  the  Capital 
Account  by  Depreciation  to  one-half  of  the  original  cost,  and 
keep  it  permanently  at  that.  Instead  of  charging  to  Revenue  the 
full  cost  of  the  new  equipment  purchased  every  alternate  year, 
only  one-half  would  be  charged,  the  other  half  being  carried 
forward  in  suspense  to  be  debited  the  following  year,  thus 
securing  an  equalisation  of  charges. 

General.— 

Depreciation  at  fixed  percentages  should  undoubtedly  be 
written  off  ever>'  year,  according  to  a  pre-arranged  scheme  such 
as  the  foregoing.  The  plea  of  insufficient  surplus  should  never 
be  allowed  to  excuse  failure  to  make  this  necessary  charge 
against  Revenue.  A  deficit  should  rather  be  shown  and  carried 
forward  to  the  following  year.  In  no  other  way  can  the 
accounts  exhibit,  as  they  should,  the  true  results  and  position 
of  the  undertaking. 

Depreciation  should  always  be  deducted  from  the  various 
items  in  the  Capital  Account,  and  should  not  appear  as  a  fund 
on  the  liabilities'  side  of  the  Balance  Sheet.  To  Revenue 
Account  would  be  charged  the  full  cost  of  the  repairs,  as  well 
as  the  Depreciation  required  to  provide  for  renewals. 

Under  the  system  sometimes  advocated  by  which  Deprecia- 
tion to  meet  renewals  is  held  to  be  partly  provided  for  by  Sink- 
ing Fund,  money  would  require  to  be  borrowed  for  renewals 
to  the  extent  to  which  Sinking  Fund  had  been  held  to  provide 
for  Depreciation,  and  the  municipal  ideal  of  an  undertaking 
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free  of  debt,  and  consequently  free  of  interest  and  Sinking  Fund 
charges,  would  never  be  even  approximately  realised.  It  seems 
a  reasonable  view,  considering  the  rapid  advancement  in  all 
branches  of  science  and  invention,  that  the  repayment  of  debt, 
and  also  provision  for  the  replacement  of  those  assets  on  which 
the  amount  borrowed  has  been  expended,  should  go  on 
simultaneouslv. 

It  is  better,  if  any  error  is  to  be  made,  that  it  should  be  on 
the  side  of  safety ;  and,  in  any  case,  it  is  clear  that  large  systems 
of  Electric  Tramways  can  be  operated  at  extremely  low  fares, 
and  yet  be  able  both  to  repay  their  debt  and  provide  fully  for 
renewals.     (See  also  page  126.) 


III.— RESERVE     FUND. 

No  system  of  traction  can  be  considered  permanent.  The 
most  up-to-date  mechanical  and  electrical  arrangements  may, 
sooner  or  later,  be  superseded.  Competitive  science,  striving  to 
combine  the  maximum  of  efficiencv  with  the  minimum  of  cost, 
may  be  relied  upon  to  keep  the  scrap  heap  well  supplied. 
Alterations,  also,  which,  strictly  speaking,  add  nothing  to  the 
value  of  the  plant,  could  not  be  charged  to  Capital,  and  it  would 
be  misleading  to  include  them  in  maintenance  charges  against 
Revenue. 

For  such  contingencies  as  this  a  Reserve  Fund  might  be 
accumulated.  There  can  be  little  doubt  that  it  is  expedient  for 
a  Corporation  department  to  carry  to  Reserv^e  Fund  the  entire 
net  surplus  after  paying  all  working  expenses  and  fixed  charges. 
The  object  of  a  municipal  Tramway  undertaking  being  to  pro- 
vide the  best  possible  travelling  facilities  at  the  lowest  possible 
fares,  there  should  not,  of  course,  be  an  unduly  large  surplus 
available,  after  pajdng  fixed  charges. 
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The  Reserve  Fund  may,  of  course,  like  Depreciation,  be 
either  invested,  or  in  the  form  of  unborrowed  capital,  and 
should  be  always  available. 

The  question  as  to  the  disposal  of  the  surplus  of  profitable 
municipal  undertakings  is  sometimes  solved  by  appropriating  it 
in  relief  of  the  rates.  This  is  even  attempted  without  debiting  the 
undertaking  with  sufficient  charges  for  Depreciation,  &c.  In  the 
tendency  to  unduly  magnify  the  undoubted  financial  and  other 
advantages  of  municipal,  as  compared  with  private,  operation, 
there  lurks  the  danger  of  neglecting  to  make  proper  provision 
for  the  future.  Even,  however,  after  such  provision  has  been 
made,  the  expediency  of  relieving  the  rates  with  any  remaining 
surplus  is  questionable.  By  far  the  most  logical  and  equitable 
arrangement  is  to  give  the  benefit  of  any  surplus  to  those  from 
whom  it  is  directiy  derived — the  passengers.  Reduced  fares,  a 
better  sendee,  extensions  to  outlying  districts — in  such  ways 
the  undertaking  may  be  made  an  invaluable  social  factor,  and 
yield  only  such  a  surplus  as  the  future  contingencies  of  the 
system  demand.  And  these  contingencies  should  rather  be 
over-estimated  than  under-estimated.  The  fact  that  electric 
traction  working  expenses  (excluding  depreciation)  aver- 
age only  about  6d.  per  car  mile,  as  compared  with 
about  9d.  for  horse  traction,  is  apt  to  encourage  an 
idea  that  the  net  free  surplus  from  the  former  is  much 
greater  than  it  really  is.  It  must  be  borne  in  mind  that 
the  capital  with  electric  traction  is  considerably  greater  pro 
rata  to  the  receipts  than  with  the  older  system,  and  that  conse- 
quently fixed  charges  are  much  heavier.  The  following  shows, 
approximately,  the  results  which  should  generally  be  looked  for 
with  electric  traction  in  populous  towns  on  the  basis  of  fares 
fixed  as  closely  as  possible  to  working  costs :  — 
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Per  Car  Mile. 
D.  D. 


Receipts  . .         . .         . . 

Working  Expenses : — 

Power  . .         . .         . .  . .  . .  . .  . .         '35 

L  ramc  ••         «•  ••  ••  ••  ••       3  15 

General  . .  . .  . .  . .  . .  . .       i  "oo 

Repairs  . .         . .  . .  . .  . .  . .       i  '00 

Depreciation,  and  Provision  for  Permanent  Way 

Renewals    . .         . .  . .  . .  . .  . .       2-20 


10-50 


Gross  Balance 


Deduct — 

Interest  and  Sinking  Fund  . . 


Balance  available  for  Reserve 


770 
280 
I  80 
100 


It  is  obvious  that  to  run  so  large  a  service  as  to  bring  the 
receipts  per  mile  below  the  average  required  to  pay  all  working 
expenses  and  fixed  charges,  and  to  provide  for  Depreciation 
and  Reserve,  would  be  unwarrantable.  The  demands  for  very 
close  services,  and  for  lines  to  outlying  places,  are  apt  to  tend 
in  this  direction,  if  each  route  is  not  closely  watched,  and  the 
service,  as  far  as  possible,  suited  to  the  traffic. 

Attempted  comparisons  of  the  results  of  municipal  with 
private  undertakings  are  sometimes  misleading.  There  should, 
however,  be  no  dubiety  as  to  the  actual  net  surplus.  Deprecia- 
tion should  be  the  same  with  both  a  limited  company  and  a 
municipal  undertaking.  But  a  company  having  no  interest  or 
Sinking  Fund  to  pay,  these,  added  to  the  net  surplus,  should 
constitute  the  municipal  equivalent  to  the  company's  profit 
distributable  as  dividend,  or  set  aside  as  reserve. 

A  Reserve  Fund  accumulated  for  a  specific  purpose  can  only 
be  used  for  that  purpose.  If  a  Reserve  Fund  is  intended  for 
general  purposes,  and  to  meet  any  contingency,  it  should  be 
unspecified. 


APPENDIX 


INSURANCES. 


Fire.— 

In  fixing  the  amount,  as  representing  the  burnable  value  for  which 
each  subject  owned  by  the  undertaking  should  be  insured,  proportions 
as  under  may  be  taken  of  the  various  construction  contracts :  — 


Contract 

One  Storey 

Two  Storey 

Brick  Mason  Work 

Cast  Iron  and  Steel  Work 

Joiner  Work 

Concrete  and  Asphalte         

Plaster  Work 

Plumber  Work  . .         

Gasfitting  Work          

Slater  Work 

Painter  Work 

20% 
20% 
100% 
Nil. 
100% 
100% 
100% 
100% 
100% 

40% 

40% 

100% 

Nil: 

100% 
100% 
100% 
100% 
100% 

The  following  is  a  specimen  of  a  Fire  Insurance  Specification  over 
a  large  Tramway  Depot  erected  expressly  for  electric  traction  :  — 


No. 
on  Plan 

Subjects 

Rate 
pr.  cent. 

Amount 
Insured 

I 

On  the  building  of  One  Storey  occupied  as  Oil  Store, 
Office,  General  Store,  Recreation  Room,  Kitchen. 
Baths  and  Wash-house,  Lavatories,  Car  Cleaners' 
Room,  Car  Repairers'  Workshop,  and  Car  Sheds 

On  Upfittings,  Furniture,  Lamps,  Clocks,  and  all 
fixed  and  movable  Utensils  therein 

On  Stock-in-Trade  therein 

On  Cars  and  other  Vehicles,  with  their  Fittings, 
Electrical  Apparatus,  and  equipment  in  above 
Buildings 

3/- 

3/- 

3/- 

3/- 

£12,000 

500 
1,500 

61,000 

£■75.000 

Li.l 
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It  is,  of  course,  expedient  in  the  case  of  large  risks,  such  as  those 
of  an  extensive  Tramways  undertaking,  to  divide  the  insurances 
among  a  number  of  good  companies.  A  separate  policy  would  be 
obtained  from  each  company  for  its  propK^rtion  of  the  amount  covered 
over  each  subject.  As  the  number  of  cars  at  each  Depot  will  probably 
fluctuate,  it  will  be  found  convenient  to  include  in  the  specification 
rather  less  than  the  full  number  at  each  Depot,  and  insure  the  number 
so  deducted  in  a  floating  policy  to  cover  the  excess  at  any  Depot  to 
that  extent.  For  additional  insurances  required,  Covering  Notes 
would  be  obtained — a  separate  note  from  each  company.  For  such 
additions,  supplementary  policies  would  be  made  out  as  soon  as 
possible,  the  first  premiums  being  calculated  from  the  date  of  the 
Covering  Notes  to  the  renewal  term.  For  short  period  policies  higher 
rates  would,  of  course,  be  required. 

A  Fire  Insurance  Register  (Form  No.  81)  will  be  found  very  service- 
able for  keeping  a  complete  record  of  all  insurances  and  alterations 
of  same.  From  this  book  all  premiums  charged  would  be  checked, 
A  number  of  pages  would  be  reserved  for  each  building  or 
specification. 

As  a  Tramways  undertaking  will  probably  conduct  its  insurances 
direct  with  the  companies,  agent's  commission  should  be  deducted 
from  the  premiums. 

Cash. — 

Cash  is  not  an  insurable  commodity  by  the  ordinary  insurance  com- 
panies, and,  in  Tramway  OflSces,  there  is  necessarily  a  good  deal  of 
money  outside  fire-proof  and  burglar -proof  safes.  Cash  may,  how-. 
ever,  be  insured  by  Lloyd's  under  a  "  Burglary  and  Fire  Policy," 
which  covers  all  losses  by  fire,  and  losses  by  burglary  above  ;^5,  in 
no  case,  however,  covering  any  loss  arising  through  robbery  or 
misappropriation  by  employees. 

Arrangements  would  be  made  as  to  the  proof  which  would  be 
accepted  in  the  event  of  loss.  Cashier's  money  might,  for  instance, 
be  held  as  amounting  to  the  balance  of  the  Cash  Book,  and  the  traffic 
receipts  as  per  the  Traffic  Records,  &c.  The  rate  would,  of  course,  be 
dependent  on  the  nature  of  the  receptacles  for  the  money,  the 
construction  of  the  buildings,  &c. 
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Employers*  Liability.— 

The  liability  of  the  undertaking  in  respect  of  accidents  to  employees 
for  which  claims  may  be  made  under  the  Employers'  Liability  Act 
1S80,  the  Workmen's  Compensation  Act  1897,  and  at  common  law,  may 
be  indemnified  at  a  moderate  rate  per  cent,  on  the  wages  paid.  Offers 
may  be  taken  from  suitable  companies,  preferably  those  having  local 
offices  which  have  power  to  settle  claims.  The  usual  method  is  to 
have  the  policy  prepared  at  the  beginning  of  the  year  on  the  basis  of 
an  estimated  amount  of  wages  for  each  class  of  employees,  and  the 
premium  paid  then,  subject  to  adjustment  at  the  end  of  the  year  when 
the  exact  amount  of  wages  has  been  ascertained. 

Third  Party.— 

The  insurance  of  the  undertaking  against  claims  in  respect  of 
injuries  to  persons  or  damage  to  property  of  third  parties  arising 
from  accidents  caused  by  horses,  rolling  stock,  equipments,  build- 
ings, plant,  defects  in  the  permanent  way,  or  by  Tramway  operations 
on  same,  is  perhaps  the  most  important  risk  for  which  the  undertaking 
may  be  indemnified.  The  car  accidents  will,  of  course,  constitute 
the  bulk  of  this  risk,  and  perhaps  the  best  basis  for  calculating  the 
premium  is  that  of  mileage  run.  An  additional  premium  would  require 
to  be  fixed  for  the  portion  of  the  risk  relating  to  the  property  other 
than  cars.  The  policy  would  be  made  out  at  the  beginning  of  the  year 
for  the  estimated  premium  arrived  at  as  above,  which  would  be  paid 
then,  but  would  be  subject  to  adjustment  at  the  end  of  the  year  when 
the  exact  mileage  run  had  been  ascertained.  Security  may  reasonably 
be  required  by  the  Tramways  undertaking  from  the  insurance  com- 
pany for  the  due  fulfilment  of  the  latter's  obligations  under  the  policy. 
On  the  amount  so  lodged  the  Tramways  undertaking  would  pay 
interest.  The  policy,  by  arrangement,  might  be  either  with  or 
without  specified  limits  up  to  which  claims  would  be  paid  in  respect 
of  any  one  accident  or  any  one  year. 

Fidelity.— 

The  desirability  will  be  apparent  of  having  a  Fidelity  Guarantee 
Policy  covering  any  loss  that  might  arise  through  defalcations  by 
officials  having  the  custody  of  cash.  For  this  risk,  also,  competitive 
ofi^ers  could  be  taken  on  the  basis  of  a  Collective  Policy,  The  officials 
embraced,  to  the  extent  of  a  guaranteed  amount  for  each,  might  be 
the  cashier,  each  pay  clerk,  and  the  chief  of  the  Traffic  Cash  Room. 


I30 


TRAMWAY   ACCOUNTS. 


II 


Boiler. — 

Every  boiler  owned  by  the  undertaking  should  be  fully  insured, 
after  competitive  offers  have  been  taken,  with  an  approved  company 
at  a  rate  which  will  include  thorough  and  regular  inspection. 

Valuation  for  Local  Assessments. — 

Although  the  method  of  arriving  at  the  valuation  of  a  Tramways 
undertaking  for  local  taxation  purposes  is  different  in  Scotland  from 
the  systems  prevailing  elsewhere,  the  following  brief  summary  of  the 
method  followed  out  by  the  Assessor  of  Railways  and  Canals 
(Scotland)  may  be  interesting.  He  is  regulated  by  the  provisions  of 
the  following  Acts  :  — 

Valuation  of  Lands  (Scotland)  Act  1854,  17  &  i8  Vict.,  Cap.  91. 
Valuation  of  Lauds  (Scotland)  Amendment  Act  1867,  30  &  31  Vict., 

Cap.  80. 
Valuation   of   Lands   (Scotland)   Amendment   Act    1894,    57   &   58, 
Vict.,   Cap.  36. 
From  the  published  accounts  of  the  undertaking  for  the  preceding 
year  he  takes 

The  Gross  Revenue, 
and  deducts  all  working  expenses  except 

Owner's  Local  Rates  and  Taxes, 

Property  and  Income  Tax, 

Accident  Insurance, 

Feu  Duties  and  Tiends, 

Upkeep  of  Buildings  and  Fixed  Machinery. 

Half  Upkeep  of  Permanent  Way.         ^ 

This  leaves  a  balance  as  Net  Revenue,  from  which  is  deducted — 
25  per  cent  on  three-fourths  of  original  cost  of  working  plant  and 
stock,  of  which 

12  per  cent,  is  for  tenant's  profits, 
5  per  cent,  for  Interest  on  Capital, 
5  per  cent,  for  Depreciation, 
3  per  cent  for  Law  Charges,  Accidents,  Incidents,  &c. 

25  per  cent. 

10  per  cent,  on  value  of  General  Stores  (excluding  Permanent  Way 

Materials), 

5  per  cent,  on  Floating  Capital,  estimated  as  necessary  to  carry 
on  the  business,  for  interest. 


APPENDIX. 


131 


The  balance  represents  the  total  valuation  of  the  whole  undertaking, 
and  is  allocated  over  the  different  properties  and  lines  as  follows:  — 

(i)  5  per  cent,  of  the  cost  of  each  property  (including  ground)  is 
taken  as  its  valuation. 

(2)  The  balance  of  the  total  valuation,  after  deducting  the  amount 
allocated  to  buildings  as  above,  is  applicable  to  lines,  and  is 
divided  among  the  various  rating  areas  according  to  the 
length  of  line  in  each  area. 


FRIENDLY  SOCIETY. 

There  can  be  no  doubt  as  to  the  great  advantages  to  be  derived  from 
a  properly-constituted  Friendly  Society.  In  instituting  such  a  society, 
the  objects  to  be  aimed  at  would  probably  be :  — 

(i)  To  provide,  by  means  of  a  fixed  weekly  contribution  from  its 
members,  for  their  alimentary  relief  during  sickness  or  other 
infirmity,  whether  bodily  or  "mental. 

(2)  At  death  of  members  or  their  wives  to  ensure,  in  the  first  case, 

to  relatives  or  representatives,  and,  in  the  second,  to  members 
themselves,   a  fixed  payment. 

(3)  To   secure   to  members  the   benefits   of   infirmaries   and   kindred 

institutions  by  means  of  annual  contributions  from  the  funds 
of  the  Society. 

The  following  notes  are  based  on  six  years  very  successful  working 
of  such  a  society  connected  with  the  Glasgow  Corporation 
Tramwavs  :  — 


Constitution. — 

Conditions  of  Members  Jii p. — Membership  would  be  confined  to 
employees  of  the  Tramways  undertaking  under  the  following 
conditions :  — 

(i)  The  applicant  must  be  under  45  years  of  age. 

(2)  He  must  fill  up  a  form  of  application  for  membership  (Form  No. 
82),  and  get  it  certified  by  the  medical  oflEicer  of  the  Society 
for  the  branch  to  which  his  Depot  belongs. 
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Trus/ees.— The  trustees  would  be  the  Chairman  of  the  Tramways 
Committee  and  the  General  Manager  of  the  department,  both  for  the 
time  being,  in  whom  all  funds  would  be  vested  for  behoof  of  the 
Society,  and  by  whom  the  Secretary  and  Treasurer  would  be  elected. 

Committee  of  Management.— The  management  of  the  Society  would 
be  conducted  by  a  Committee,  consisting  of  representatives  (one  from 
each  branch)  elected  annually  by  the  members  of  the  Society,  and 
also  of  nominees  of  the  Tramways  Committee,  the  latter  being  (in 
proportion  to  the  department's  contribution)  only  one-half  the  number 
of  the  branch  representatives. 

The  Committee  would  meet  periodically  to  transact  the  business  of 
the  Society,  and  elect  annually  out  of  its  own  number  a  Chairman  (and 
a  Vice-Chairman),  whose  duty  it  would  be,  along  with  the  Secretary, 
to  attend  all  the  meetings  of  the  Committee. 

Branches. — As  a  rule,  there  would  be  a  branch  of  the  Society  at 
each  Depot  of  the  department.  Members  not  employed  at  any  Dep6t 
would  be  attached  to  the  branch  nearest  their  place  of  residence. 

Branch  Committees, — When  electing  their  representative  on  the  Com- 
mittee of  Management  the  members  of  each  branch  would  also  elect, 
out  of  their  own  number,  a  Committee  consisting  of  one  member  for 
every  forty  or  part  of  forty  of  their  number.  These  Committees  would 
undertake  the  visitation  of  sick  members,  and  generally  guard  the 
interests  of  the  Society. 

Contributions. — 

Entrance  Fee. — An  entrance  fee,  say,  is.  6d.,  would  be  payable  on 
joining,  and  might  be  deducted  from  the  wages  in  three  equal  weekly 
instalments.  On  joining,  every  member  would  be  provided  with  a 
copy  of  the  Rules,  and  would  be  entitled  to  receive  a  copy  of  the  last 
Annual  Printed  Report. 

Members  divided  into  Classes.— Every  member  would  belong  to  one 
of  the  two  following  classes,  viz. :  — 

Qass    I. — Employees  receiving  wages  at  and  above  i8s.  per  week 
of  six  days. 

Class  II. — Employees  receiving  wages  under  i8s.  per  week  of  six 
days. 


Members'  Contributions.- -The  rates  of  contribution  would  be— 

Class    T.— Members:    6d.  per  week. 
Class  IT. — Members  :   3d.  per  week. 

Contribution  by  Department. — The  Tramways  Department  would  add 
a  sum  equal  to  one-half  of  the  members'  contributions. 

Medical  Officers. —These  would  be  appointed  by  the  Committee  of 
Management.  As  a  rule,  there  would  be  a  medical  officer  to  each 
branch.  The  fees  would  be  calculated  half-yearly  at  the  rate  of  5s. 
per  annum  on  the  average  number  of  members  at  each  branch. 

Benefits.— 

/.  Sick  Aliment. — On  a  member  becoming  disabled  for  work  through 
sickness  or  accident,  he  would  be  required  to  notify  the  branch  con- 
vener of  same,  who  would  immediately  arrange  for  a  member  of  the 
branch  Committee,  with  one  of  the  branch,  to  visit  the  sick  member 
and  report  upon  his  case.  Within  six  days  from  the  commencement  of 
his  illness  the  sick  member  would  send  to  the  branch  convener  his 
application  for  sick  aliment  (Form  No.  83),  duly  certified  by  the 
medical  officer  and  by  the  visitors.  This  application  form  would  then 
be  forwarded  to  the  Secretary  and  Treasurer,  and  the  aliment  paid  at 
the  rates  as  under:  — 

Class    I. — 15s.  per  week, 
Class  IT. — 7s.  6d.  per  week. 

No  member  would  be  entitled  to  sick  aliment  until  he  has  been  six 
full  weeks  in  the  Society.  No  sick  aliment  would  be  payable  for  less 
than  three  days'  illness,  except  in  cases  of  accident,  when,  with  the 
sanction  of  the  Committee  of  Management,  aliment  might  be  granted 
for  a  shorter  period.  In  a  case  of  long  continued  sickness,  the  full 
aliment  would  be  paid  for  the  first  26  weeks,  and  two-thirds  for  the 
second  26  weeks.  A  member,  after  having  received  aliment  for  52 
weeks,  and  being  still  unfit  for  work,  would  cease  to  be  a  member  of 
the  Society,  and  would  have  no  further  claim  on  its  funds.  The  Com- 
mittee of  Management  might,  however,  grant  a  retiring  allowance  not 
exceeding  ;^2o,  according  to  the  merits  of  the  case.  If  able  to  resume 
work  after  the  52  weeks,  a  member  would  not  again  be  entitled  to 
aliment  for  a  period  of  six  months.  If  a  member,  after  receiving 
aliment  for  a  period  of  less  than  one  year,  resumes  work,  and  within 
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three  months  again  claims  aliment,  the  second  period  or  periods 
would  be  reckoned  with  the  first  as  part  of  the  52  weeks'  aliment  to 
which  he  is  entitled. 

Every  sick  member  would  be  supplied  with  a  "  Declaration  off 
Funds "  Form  (No.  84).  On  recovery  he  would  fill  up  this  form, 
get  it  certified  by  the  medical  officer,  and  send  it  to  the  convener  of 
the  Branch  Committee,  by  whom  it  would  be  transmitted  to  the 
Secretary. 

II.  Allowance  on  the  Death  of  a  Member. — An  allowance  would  be 
payable  as  under  to  the  nearest  representatives  of  a  member  who  has 
died  : — 

Class    I. — Members,  ;^i2. 
Class  II. — Members,  £6. 

The  amount  would  only  be  payable  on  presentation,  by  the  repre- 
sentative, of  a  certificate  of  death  by  the  .Society's  medical  officer,  or, 
if  the  deceased  has  died  out  of  the  district,  by  a  local  medical 
practitioner  duly  qualified. 

///.  AUoivance  on  the  Death  oj  a  Member's  Wife. — In  such  a  case  the 
member  would  receive  £^  on  presentation  (i)  of  the  Registrar's 
certificate  of  death,  and  (2)  of  the  certificate  of  marriage. 

IV.  Admission  Lines  to  Infirmaries,  &^c. — In  return  for  the  contribu- 
tions of  the  Society  to  infirmaries,  &c.,  members  and  their  families 
would  be  entitled  to  the  benefits  of  the   institutions   assisted. 

V.  Medical  Attendance  and  Medicines. — Members  would  be  attended, 
and  supplied  with  medicine,  by  their  respective  medical  officers 
without  charge. 

Proportion  of  Contribution  Refunded  on  Leaving  Service.  —  Provided 
there  are  sufficient  funds  for  the  purpose,  members,  on  leaving  the 
service,  whether  voluntarily  or  by  dismissal,  would  be  refunded 
one-third  of  their  total  contributions,  less  the  amount  of  any  benefits 
they  may  have  received  from  the  Society. 

General. — 

Annual  Report. — ^An  Annual  Report  for  each  year,  with  statements 
of  Revenue  and  Expenditure  and  Balance  Sheet,  would  be  made  up. 


and.  after  being  audited  and  submitted  to  the  general  meeting  of 
the  Society,  a  printed  copy  of  this  report  would  be  handed  to  each 
member. 

Auditor.— An  auditor,  whose  duty  it  would  be  to  audit  the  books 
and  accounts  of  the  Society,  would  be  appointed  annually  at  the 
general  meeting. 


Explanation  of  Forms  and  Books.— 

Form  of  Application  for  Membership.— The  representative  of  each 
branch  would  be  supplied  with  a  book  of  "Application  for  Member- 
ship"  Forms  (No.  82). 

The  Application  Form  would  be  filled  up  by  the  applicant  and 
certified  by  the  medical  officer.  It  would  then  be  forwarded  to  the 
Secretary,  and  the  applicant,  if  qualified  for  membership,  would  be 
duly  admitted. 

Collection  of  Contributions.— The  weekly  contributions  would  be 
entered  in  the  Wages  Sheets  in  a  column  for  the  purpose,  against  the 
members  of  the  Society.  The  contributions  would  be  retained  on  pay- 
ment of  the  wages.  For  balancing  purposes,  the  pay  clerks  would 
total  the  "Friendly  Society  Contributions"  column  in  the  Wages 
Sheets. 

Sick    Aliment    Application    Form.— Y^Sich    representative    would    be 
provided  with  a  book  of  "  Application  for  Sick  Benefit  "  Forms  (No 
83). 

Every  sick  member  would  be  supplied  with  one  of  these  forms  as 
required.  After  filling  up  the  form,  and  getting  it  certified  by  the 
medical  officer  and  by  the  visitors,  the  sick  member  would  return  it 
to  the  representative,  who  would  at  once  transmit  it  to  the  Secretary. 
Each  form  would  be  carefully  checked,  and  care  would  be  taken  that 
wages  and  aliment  are  not  paid  for  the  same  day.  If  the  Application 
Form  is  found  to  be  correctly  and  completely  filled  up,  the  amount 
is  extended,  a  Receipt  Form  made  out,  and  both  certified  by  the 
Secretary  for  payment  by  the  pay  clerks. 
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DECLARATION     OFF    FUNDS. 


The    secretary, 


Sir, 

I  beg  to  intimate  that  I  resumed  work  on  190    .  ^^^ 

hereby  declare  off  the  funds   of  the  Society.     I   beg  to   acknowledge  having  received 

from  the  funds  of  the  Society,  during  my  illness,  the  sum  oi  £  :  : 

Signature, 

Residence, 

Occupation,  Branch, 

No.  on  Roll,  Date,  190 

I  hereby  certiiy  that  the  above-named 

is  now  able  to  resume  work. 

Signature  of  Medical  Officer 


Form  No.  85.— 

No.  on  Roll, 

APPLICATION   FOR   DEATH   ALLOWANCE. 
The  secretary. 


Sir, 

I  beg  to  intimate  the  death  of 
my  ,  which  occurred  on 

and  I  hereby  claim  the  benefits  of  the  Society,  as  per  Class 

Signature, 
Residence, 

Occupation,  Branch, 

No.  on  Roll  Date, 


190 


190 


Medical  Officer's  Certificate. 
I  hereby  certify  that  the  above-named, 
died  on  190 

Signature, 
Date,  190 

Visitors'  Certificate. 
We  hereby  certify  that  we  last  visited  the  al)ove-named, 
on  ,  and  that  owing  to  death  we  consider 

is  entitleil  to  the  benefits  of  the  Society. 

Signed,  - 


Pa.ssed  for  Payment. 


Amount,  £ 

Date, 

Secretary, 


190 


The  sum  of  £  :  :  has  this  day  been 

paid  to  the  above-named, 
as  per  separate  receipt. 

Pay  Clerk. 
Date,  190 


APPENDIX. 


^37 


Register    of   Members'    Contributions    and    Benefits. —This    book    would 
be  ruled  as  per  Form  No.   86. 

The  name  of  every  member  would  be  entered  on  the  left-hand  page 
under  the  branch  to  which  he  is  attached.  From  the  Wages  Sheets 
all  the  paid  contributions  would  be  entered  in  the  Register,  opposite 
the  proper  names,  and  under  the  proper  week.  Contributions  not  col- 
lected  would  be  marked  unpaid  (the  arrears  being  always  charged), 
and  any  members  leaving  the  service  would  be  marked  "Away,"  in 
red,  with  date  of  leaving.  Transfers  from  one  branch  to  another,  ike, 
would  be  duly  given  effect  to  in  the  Register. 

On  the  right-hand  page  of  the  Register  would  be  entered,  from  the 
Ca.sh  Book,  all  sums  paid  to  members  for  sick  benefit,  death  allow- 
ance,  or  for  one-third  of  contributions  refunded  on  their  leaving  the 
service.  When  a  new  Register  is  opened  the  amounts  of  contributions 
and  payments  for  each  member  would  be  brought  forward.  The 
« Contributions "  side  of  the  Register  would  be  balanced  each  week 
with  the  "Friendly  Society  Contributions"  column  in  the  Wages 
Sheets,  and  the  "Payments"  side  with  the  Cr.  side  of  the  Cash  Book, 
excluding  payments  not  to,  or  on  behalf  of,  members. 

Weekly  Staiernent.-K  Weekly  Statement  (Form  No.  ^-j)  of  Receipts 
and  Payments  would  be  made  up  and  certified  by  the  Secretary. 

Cash  Book,  Ledger,  and  Vouc/iers.~The  Dr.  side  of  the  Cash  Book 
would  be  written  up  from  the  Receipts  side  of  the  Weekly  Statement 
(Form  No.  87),  and  the  Cr.  side  from  the  vouchers,  which,  with  the 
Benefit  Application  Forms  attached,  would  be  numbered  from  the 
Cash  Book.  In  entering  the  payments  in  the  Cash  Book,  all  those  to 
each  account  and  branch  would  be  entered  together  in  an  inner 
column,  and  the  extended  totals  posted.  The  Ledger  would  be  ruled 
with  separate  columns  on  each  page  for  the  various  branches,  and  the 
postings  would  be  made  accordingly. 

Abstract  showing  Weekly  Membership  at  each  Branch.-This  Abstract 
(Form  No.  81)  would  be  commenced  every  year  with  the  exact 
membership  at  each  branch.  Week  by  week  the  necessary  addi- 
tions and  deductions  would  be  entered  in  separate  columns,  the 
additions  consisting  of  new  members  and  transfers  from  other 
branches,  and  the  deductions  of  lapsed  members  and  transfers  to  other 
branches.  The  net  membership  at  each  branch  would  then  be 
extended  into  a  "  Total  "  column,  and  the   statement   balanced  with 
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the  number  of  members,  according  to  the  Register.  The  medical 
officers'  fees  would  be  calculated  according  to  the  average  number  of 
members  for  each  branch,  as  brought  out  in  this  statement. 

Superannuation  Fund.— 

A  Friendly  Society  in  connection  with  a  Tramways  undertaking  will 
be  incomplete  without  a  Superannuation  Fund  in  conjunction  with  it 
to  provide  a  pension  to  every  employee  who  becomes  incapacitated 
after  a  certain  period  of  service.  Assuming  that  no  pension  would 
become  payable  until  after  15  years  membership,  and  that,  say,  2d. 
per  week  per  member  would  be  set  aside  to  the  Superannuation  Fund 
from  the  Friendly  Society  funds,  superannuation  allowances  might  be 
granted  according  to  the  following  scale :  — 

Weekly  Sui)erannuation 
Allowance. 

«      •  •      *  •    lo^* 

■  «      ••      ••    11^" 

WW  WW  •  •  ■*  */■■ 

WW  WW  WW  ^3/" 

WW  WW  WW         I^^** 

WW  •  •  WW  *5/"* 

WW  WW  WW  lO^" 

WW  •  •  WW  I  Yl " 

WW  WW  WW  18/- 

w  W  •  •  WW  ^9/~ 

WW  WW  WW  ^\jt  * 

The  funds  would  be  accumulated  and  invested  during  the  15  years 
prior  to  aliment  becoming  due.  No  member  would  be  entitled  to  a 
pension  until  he  became  partly  or  wholly  unfit  for  work.  In  the 
former  case,  the  superannuation  allowance  would  be  varied,  within 
the  maximum,  according  to  the  circumstances  of  the  case.  Aliment 
from  the  Society's  funds  would  cease  on  receipt  of  a  pension. 

A  scheme  on  such  lines  would  make  some  provision  for  the  inevit- 
able time  when  every  man  will  require,  through  physical  unfitness, 
to  leave  the  service.  The  existence  of  a  Superannuation  Fund  will 
tend  to  make  the  service  more  attractive,  to  ensure  a  more  permanent  staff, 
and  to  relieve  the  General  Manager  of  anxiety  as  to  how  employees, 
after  faithful  service,  may  be  provided  for  when  old  age  or  earlier 
incapacity    overtakes    them. 
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JOURNEY   WAY    BILL. 


Route 

Conductor's  Name, 

Route  No Car  No Date, 190. . 

Consecutive  No.  of  Cash  Bag  handed  into  Office 


First  Numbers 

Last  Nimibers 

Sold 

Ticket 
No. 

Package 

No. 

Ticket 
No. 

Package 
No. 

id. 

Id. 

lid. 
2d. 
3d. 

s       d 

Total 

Initials. 


Form  No.  3.— 


TOTAL   WAY   BILL. 


Route. 


Route  No 

.     Car  No 

Driver, 

Date, . 

•  ■  X  •  ■  •  • 

Letter 

Quantity 
Issued  to 
Con- 
ductor 

Number 
of  Last 
Package 

Number 
of  First 
Package 

First  Nuniberif; 
Returned  to  Ofi&ce 

1 

(Quan- 
tity 
Sold 

Fares 

.\mount 

Id. 

l^d. 

2d. 

3d. 

£    s    d 

1 

1 

Total  Sold, 

Cash 
paid  , 
in 

1 

Punch  Register, 

Over 

Short 

I  beg  to  acknowledge  having  received  the  Tickets  entered  on  this 

Way  Bill,  together  with  Padlock  and  Key,  Punch  No 

Conductor. 
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Form  No.  4.— 

NOTICE    TO    CONDUCTORS    REGARDING    SHORTS. 


Route 


190 


Conductory 


Depot. 


A  comparison  of  your  Punch  Register,  Tickets,  and   Cash   Return 
shows  deficit  as  under. 

You  will  please  sign  and  return  to  Head  Ofl&ce  immediately,  making 
any  explanation  you  can  offer. 

General    Manager. 


A  Deficit  in  Money  amounting  to 

A  Deficit  of ^1.  Tickets,  an'ouiUiu};  to 

Do id.        do.  do. 

Do i(W.      do.  do. 

Do 28.        do.  do. 

Do 3d.        do.  do. 

Lock  not  returned,         

Key  not  returned,  

Damage  to  Tin  Box, 

Damage  to  Punch,         


£  s  d 


Explanation. 


Sie;naturet 


Form    No.   5.— 

CONDUCTORS'    SHORTS    BOOK. 


.Depot, 


Week  ending . . . 

190.. 

Conductor's 
Name 

Sun. 

Mon. 

Tues.  Wed. 

Thur. 

Fri. 

Sat. 

Gross 
Amount  due 

Remarks 
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Form  No.  20. 
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ANALYTICAL   STATEMENT   OF 


Totals  (last  week) 

Totals  (corr.  week  last  year) 


■Traffic: — 

Depot  Clerks 

Motormen   . . 

Conductors . . 

Yard  Time — 
Motormen 
Conductors 

Learners — 
Motormen 
Conductors 

Car  Cleaners 

Car  Greasers 


Totals 


Traffic  Regulators 
Sandmen  . . 
Trackmen  . . 
Lorrjmen  . . 
Trolley  Boys 
Point  Boys  . . 
Ticket  Inspectors 
Miscellaneous 


Totals 


Totals  (last  week). . 

Totals  (corr.  week  last  year) 


14'  13    o 


936      '10 


130    o    o 


902     "ii 


9  10    5 

8  15    o 


180 


Power 

Station 

......  Depot 
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Dep 
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Amount 
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hi 

Power  : — 
Generating  Station — 

Superintendent 

Engineers 
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Feed  Pump  Attendants  . . 

Stokers        

Coal  and  Ash  Attendants 
Electrical  Engineers 
Switchboard  Attendants 
Locomotive  Cranemen  . . 
Electric  Cranemen 

Cleaners 

Labourers 

Clerks,  Storemen,  and  Boys    . . 
Miscellaneous       

£    s   d 

280 
23  19  0 
40  9  0 

3  15   0 
13  1 J  0 

12   4  4 
900 

8  12    0 

I     8    8 

14  18    0 
200 
560 
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£    s   d 

£    s   d 

D 

£     s    d 

D 

Totals 

Sub-Stations — 
Switchboard  Attendants 
Assistant      Do. 
Cleaners      

137  10    0 

600 
230 
I   3   0 

•10 

650 
256 
120 

1 

1 

Totals      . . 

£137  10    0                 )f9    6    0 

^9  12    6 

3  14 

155    0 
147  14 

6 
2 

9 

I  14 

0 

7  II 

0 

16    0 

8 

-01 

8 

2    7 

3 

3  14 

3 

r54 

•- 

207  13 
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2-44 

I     S    0 

i5i     8 
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, . 

I    2 

0 

-15 
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I    2 
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240                   12 
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.  • 

1     6 

0 

160 

2   II 
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I    10 
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..                           29 

0 
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2 

10  14 

10 

£221  t8 

6   a-62 

£4  18    0 

£ j66  19 

2 

2-65 

716  II 
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2-66 

640 

365  H 

3  !2-6.t 

210   17 

0 
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802 

340    9 

3  |2"54 
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WAGES  for  Week  ending 190.. 


Depot 


Amount 


£    s   d 


hi 


Head 
Office 


£     s    d 


950 


£950 


950 


800 


350 
94  o  5 
94  12    2 

1  I*    I 

2  10    7 


19    9    4 

2  5 


10    4    o 


5  10    o 


218 


2    3 


o  17 
o  15 


o   2-51 
7 


15  14 
60    o 


2  12  II 


57  16 
20    5 


1^224    8    8   2-59   £153  15  10 


General 


Totals 


Totals 
(last  week) 


Totals 

(corr.  week 

last  year) 


£     s    d 


u 

0) 


u 

3} 


Last 

Financial 
Year 


Amount 


Qji\     -  *; "  ^  =^ 


^\i^ 


£    s  d 


2  8 
23  19 
40    9 

3  15 
13  10 
12     4 

9    o 
8  12 


Amount      ^■''      Amount      ^     "^i;  l'®'^ 


i^ 


< 


.Mile 


;fsdD  ;fsdD 


350 

o  14    4 


£3  19    4 


I     8    8  I 

14  18    01 
200 
560 


137  to    o 

24  15    o. 

5      2    10 

250 


£169  12   10   :    -20 


2  8 

27  15 

45    o 

3  15 
13  10 
10  II  10 

900 
700 
I     8    8 


14  7  3 
I  3  3 
5  14    o 


2     8 

21    o 

38     5 

2  ig 

12    o 

"  5 
8  5 
7  10 
i     5 


o 
o 
o 
6 
o 
o 
o 
o 
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15  15  o 
400 
576 


141  13    o 

25    o    o 

4  13    3 
250 


130    o  o 

21  10  o 

5  16  2 

I     7  6 


£173  11     3      -56   £158  13    8      -53! 


3  19    4 


2  18    6 


173  II     3      -56 


158  13    8      -53 


21  19  o 
342  6  4 
331     2    3 

4     3    4 
7    9  10 


7  II     o 

71     I    8 

8  9  II 


794    3 

60  o 
4  10 
4    8 

2  12 

3  8 

4  14 
57  16 
40    7 


21  19    o 

339    5    o 
3j9    o    6 

330 
»    o     2 


640 
72  4  2 
10    o    o 


18  16  o 
330  o  o 
321    9    o 

606 
10    4    o 


530 

74     2     9 
6    9  II 


3^972    o    2    3-12 


799  15  la 
60    o    o 

4   II      o 

480 
330 
486 

3  9  10 
56  18  6 
35  15    o 


772  5 

51  10 
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2  10 

3  6 

4  19 
50  10 

39  14 
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6 

o 
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£972    9    8    3-12    £933     I     8    3-13 


230    3    8   2-65 

143    16      4 
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1         1 

:           1 

1 

1 

!i^i 


,1 
I 


164 


TRAMWAY   ACCOUNTS. 


APPENDIX. 


165 


Form  No.  20— {continued). 


ANALYTICAL   STATEMENT   OF 


WAGES  for  Week  ending 190.. 
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I I 


III 


Power 

Station 

Dep 

6t 

Dep 
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Depot    1 
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Ii« 
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u 

Amount 

^ 

Amount 

So 

Amount 

%^ 

Amount       .;;: 

>>. 

>>: 

>:s 

>^ 
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,< 
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£      s    d 

D 

i     s    d      n 

i     s    d 

D 

£     s    d 

D    1 

General  :— 

1 

Permanent  Way 

1 

1 

Works         

. . 

.  . 

. 

Car  Repairers  at  Depots 

13  19    0 

•16 

19  10    6 

•14 

Buildings — 

Capital 

140    0    0 

10    4    3 

Maintenance 

Overhead  Repairers.  &c. 

, , 

33    9    4 

19  17    7 

Ducts  and  Feeder  Cables 

,  _ 

Horsing       

, . 

8  15     2 

I    5    8 

Miscellaneous       

5     1     3 

2  19    0 

Totals 

£140    0    0 

£61     4    9     71 

£34    6    6 

£19  10    6      '14 

Totals  (last  week) 

155     6  11 

63  10    8 

•72 

24  13    6 

20    6    5 

•14 

1 

Totals  (corrs.  week  last  year)  . . 

160    0    0 

59    0    7 

•72 

30  12    0 

14    0    3 

•io-| 

Grand  Totals 

£277  10    0 

£292    9    3 

3"43 

£48  17    0 

£386    9    8 

279 

Grand  Totals  (last  week) 

296  19  II 

299    5    7  |3"48 

40    7  11  1 

386    0    8  '278 

Grand  Totals  (cor.  w'k  last  year) 

290    0    0 

278  17    9 

342 

47    7    2 

354    9    6 

2  65 

Car  Mileage 

20,671 

33,236 

«           (last  week)    . . 

•  ■ 

20,655 

•• 

33.243 

»           (corr.  week  last  year) 

■  « 

19.563 

.     32,104 

Depot 

Head 
Office 

General 

Totals 

Totals 
(last  week) 

Totals 

(corr.  week 

last  year) 

Last 

Financial 

Year 

Amount 

< 

Amount 

D 

Amount 

D 

Amount 

u 

Av.  per 
Mie 
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D 

i     s 

d 

i     s 

d 

£     s    d 
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14  10    0 

•17 

•  • 

488  II 

696  10 

24    4 

0 
0 
2 

488  II    0 
696  10    0 

72    3     8 

•23 

486  10    2 

690    3     I 

69    5    0 

■22 

440    3    7 

651     0    2 

50     3     5 

•17 

. . 

>■  » 

150    4    3 
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So    0    0 

.. 

6  10 
22     0 

65    19 

0 

4 
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59  16  II 
22     0    4 
10    0  10 
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II     9    0 
68    2     7 

100    2    6 
30    0    0 
19    3    0 
50    0    0 

£14  10    0 

•17 

£94  10 

I 

1,209    5 

2 

1,573    7    0 

506 

1,555    3    9   499 

x,42o  12    8 

477 

15    5    6  1  '17 

94  18 

0 

1,181    2 

9 

1.555     3    9   499 

1 

19    2    I       23 

74  12 

5 

1,063     5 

4 

1,420  12    8_  4  77 

1 

£238  18    8 

276 

£257  10 

11 

1,213    4 

6 

2,715    0    0   872                        1         1 

245    9    2 

2-82 

247  19 

4 

1,185     2 

I 

2,701    4    8 

8-68 
8-45 

252    7    4 

306 

223    2 

5 

1,066    3 

ro 

2,512    8    0 

1 

20,790 

•  ■ 

74.697 

20,830 

74.728 

19,789 

. . 

71,45^ 
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Form  No.  21.— 

WAGES    VOUCHER    for    Week    ending. 


Power  : — 
Generating  Station — 
Superintendent 
Engineers 

Greasers 

Feeder  Pump  Attendants 

Stokers    

Coal  and  Ash  Attendants 
Electrical  Engineers  . . 
Switchboard  Attendants 
Loco.  Cranemen 
Electrical  Cranemen  . . 

Cleaners  

Labourers 

Clerks  and  Storemen  . . 

Miscellaneous   . . 


Sub-Stations — 
Switchboard  Attendants 
Assistant  Switchboard  Attendants. 
Cleaners  


Traffic  :— 

Depot  Clerks     . . 
Motormen 
Conductors 
Traffic  Regulr, tors 
Sandmen 
Lorrymen 
Trackmen 
Trolley  Boys     . . 
Point  Boys 
Miscellaneous  , . 

Car  Cleaners  . . 
Car  Greasers  . . 
Ticket  Inspectors 

General: — 

Permanent  Way 

Works 

Car  Repairers  at  Depots 
Buildings— - 

Capital 

Maintenance . . 


Overhead  Equipment 
Ducts  and  Feeder  Cables 

Horsing 

Miscellaneous  . . 


21  19  n 
346  9  8 
346    3 


I 
o 
7 


60     u 
4  10 

2  12  O 
480 

3  8  o 

4  14  6 
40    7  5 


488  II 
696  10 

72     3 

0 
0 

8 

150     4 

3 

Amounts 


£      s    d       £       s    d 


137  10    o 


24  15  o 
5  2  10 
250 


834  12    3 

71     I     8 

8    9  II 

57  16    4 


1,407    8  II 

59  16  II 
22  o  4 
10    o  10 


i6g  12  10 


972    D    2 


•    i          74     0    0 

1.573     7    0 

£2,715    0    0 

Received  Cash  and  Paid  Wages  as  above  amounting  to  ;^2,7i5  :   o   :   o 

Wages  Clerk. 
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Form  No.  23.— 

REQUISITION    FROM    GENERAL    STORES    FOR    STORES 

TO    BE    PURCHASED 

Date 19. 


Article 

No. 

(As  per 

Standard 

List) 

Description 

Quantity 

Purpose 

Date 
Delivery 
Required 

Purchase 
Order 

No. 

From 
whom 
Ordered  Quan- 
tity 

Rece 

0) 

■♦-• 

Q 

ivals 

Quan- 
tity 

4) 

5 

i 

1 
1 

i 

f 

Certified . 


Requisitioned  by. 


Form  No.  23. — 


PURCHASE    ORDER. 


,190 


To, 


Please  Supply : — 


Receivals 

Article 
No. 

Description 

Quantity 

Price 

Delivery  Required 

Date 

Quantity 

Place        Date 

c' 

• 

i 

1 
i 

Account  Chargeable. 


General  Manager. 

Detailed  Advice  Note  to  accompany  Goods.  Priced  Invoice  to  be  sent  to  Head  Office 
same  day.  On  both  Advice  Note  and  Invoice  the  Article  Number  and  Order  Number 
to  be  quoted. 

Note.— The  columns  headed  "Receivals"  would  not  be  printed  on  the  fonn  which 
would  be  sent  out. 
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Form  No.  42. 


TRAMWAY   ACCOUNTS. 


ORDER  TO  WORKS. 


No. 


'  •• 


Depot  or  Department. 


Orders  will  not  be  accepted 

at   the  Works  except  on 

these  ofiBcial  Forms,  duly 

certified. 


(This  Order  only  to  be  used  for  work  to  be  done  on 
Cars  sent  to  Works,  or  for  miscellaneous  work.  Dis- 
patch Notes  to  be  sent  to  General  btores  with  all  Car 
Parts  to  be  repaired,  and  such  not  to  be  included  in 
these  orders.) 

Work  on   Cars. 


}\ 

1 

1       1 
1 

1 

1 

i 

.n 

i 


Cars  (with 

requisites  as 

specified 

below)* 

Work  to  be  Done 

Received  Back 

Date 

Initials 

Nos. 

— — 

*  Each  Car  will  be  held  to  be  signed  for  as  having  been  received  with  the  follow! nj, 
movable  requisites :— One  set  Controller  Handles,  Drawbar,  Ramp,  Gong,  Sand  Tramp, 
...  .Lamps,  and  Slipboards. 

Miscellaneous  Work. 


Plant  or  Article 

Account 

Received  Back 

(sent  herewith) 

Work  to  be  uone 

Chargeable 

Date 

Initials 

• 

Certified— 

Certified— 

Ordered  by — 

Chief  Engineer. 

Rolling  Stock  Supt. 

Received  the  above-mentioned. 


Note.— Original  and  Duplicate  will  be  sent  to  Works  with  Cars,  Plant,  or  Articles. 
Original  will  be  retained  at  Works,  and  duplicate  will  be  signed,  certifying  the  correct 
receipt  of  the  Cars,  Plant,  or  Articles,  and  returned  to  the  Depot.  The  triplicate  retained 
in  the  Order  Book  wiU  be  dated  and  initialled  when  the  signed  duplicate  is  received  back. 
The  latter  wUl  then  be  sent  to  Accountant's  Department.  The  dates  when  Cars,  Plant, 
or  Articles  are  received  back  from  Works  will  be  recorded  in  the  column  for  the  purpose. 


O 

o 

m 

Q 


o 

< 


o 
Z 


APPENDIX. 


185 


jaqiun  nj 

ojox' 
qojBdsiQ 

Date 
Completed 

Foremen's 
Instructions 

issued 
(Page  Nos). 

0 

1 

JlO 

u 

6 

c 
< 

A 
Accident, 

0 
Ordinary 

tear 
and  wear 

i                                - ' 

13 

u 

os2 

V 

05 

i2 

.a 

PL, 

• 

Article  No. 
(as  per  Stan- 
dard List  of 
Stores). 

u     . 

n  0 

T3 
V 

> 

0 

'A 
tn 
a 
u 

0 

6 

Depot 

or 
Depart. 

1UT3 

C|0 

Works 

Order 

No. 

m 


,11 


i86 


o 


u 

c 

ac 

tified 
Mana 

o-iS 

o 

^ 

2: 
< 
2 
M 
K 
O 

Z        fa 

W 

O 

b 

O 

o 

H 

w 

55 

C 
I— < 

U 

'X 

o 

H 
O 

o: 

a: 


!2^ 


TRAMWAY   ACCOUNTS. 


APPENDIX. 


187 


i.  (0  $  o 


c 
E 


V   ^ 


o 


£■■255 

1-1    ^    tfl    C    </5 

•^  w,  O  „  O 

OfeSO 


0} 


o 

^^ 

k* 
v 
-o 

u 

C 
S      o 

3        T3 
O         «» 

1 

.0 


o 
a> 

o 

•5 


z 


o 
o 

O 


I 

s 
to 


M 
K 
O 

o 

(A 

« 

•< 
•J 
D 
U 

H 

< 

cu 


1 


O 

o 

x: 


O  fl] 

in 


0) 

pan* 

JC 

U 


o 
o 


o 

o 

PQ 

Q 

> 

(X) 

U 

P< 

Q 
O 
O 
O 


04; 
8^ 


o 

03 

U 


o. 

S 
o 
o 

e 
u 

I 


o 

& 

-a 
«> 

e 

.2 

c 

E 

> 
o 

XI 
ta 

u 


K    -^:       : 7 

H  .         .         . 

<  •         •         • 

Q : : 1 


X) 

c 

•Ji 


(A 
O 


c  I*  ^, 


0)  o 

^E 
< 


<a 


> 
o 


1 


a 
u 


c 
o 

•c 

o 
t/l 

<u 

Q 


!§  6 


ta 
•5  2 

a; 


•Ij 


\i 


5== 


0) 


P4 


1 88 


TRAMWAY  ACCOUNTS. 


APPENDIX. 


189 


a 


CO 

M 
u 
O 


^  -s 


to 

G 


< 

M 
H 

o 

CO 

D 


C 


I 


e 

2 

g 

e 

Ki 


pajsod  junoDoy 
H^ojs 

■oj  jaSpaT 
ajnjipuadxg 

53 

e 

g 

S 

< 

•0    '0             0            w         0      « 

MM                                                   M 
«^          '-'                            0                            0                    •*           0 

0) 

(2 

9/3 
cwt. 

9/6 
each 

id.  foot 

9/6 

each 

id. foot 

1 

u 
h 

M 

tn 

0 

9 

a 

«                   3 
00                   >* 

c                  2 

Material  Used  and  Particulars 
of  Work  Done 
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WAGES 


Abstract  of  Wages  for  Week 


WOOD 

Ledger  Account 

Car  Builders 

Joiners 

Mill  and  Cartwrights 

Rates.. 

Hours    . . 
Amount . . 

f  Hours    . . 
1  Amount. . 

, 

1  Hours    . . 
i  Amount. . 
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Hours    .. 
Amount. . 

1 

■ 
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Fitters 

Machinemen 

Roof 
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WORKERS. 


Machinemen 

Labourers 
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WORKERS. 


Hammermen 

Blacksmiths 

Tin- 
smiths 

Platers 
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Repairers 

Wiremen 
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Ledger  Account 

Rates. 


f  Hours    . . 

\  Amount. . 

J  Hours    . . 
\  Amount. . 

J  Hours    . . 
I  Amount. . 

j  Hours    . . 
( Amount . . 


PAINTERS 


Painters  and  Polishers 


Sundries 
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Slaters 

Plumbers 

Totals 

•0 

m 

t 


11 


i 


192 


TRAMWAY   ACCOUNTS. 


o 

Pi 

3 

D 
H 

Q 

X 
en 

O 


Debits 

!2 

m 
'Hi 

tn 

Material) 

T3 

0 

0 

0 

T3 
tn 

Si 

Credits  ( 

u 
C/3 

-a 
to 

A 

Accident, 

0 

o 

• 

O 

Z 

E 

o 


tf3 

H 
O 

X 

H 

< 

a: 

m 

O 

u 


o 
o 


c/D 


> 
< 


2 


•ji 


O 

e 


s>jjEiaaH 

(A 

>-. 

C 
(8 

8 

VCA 

S 

>2 

C* 

s  « 

u 

8 

v  s 

Q 

00 

*^  J3 

"O                        i-'s 

e/l  0 
0   OS 

CO     • 

uw 

«-♦?                 0 

T3  ■^O 

PI 

fd  cfl  *|^ 

(/)  00  0\ 

00 

hS 

^^* 

c 

•a  0 

a 

0 

-"S  : 

c 

•< 

(^M 

0 

§^- 

£ 

H«5- 

eg 

, 

ii 

•^    « 

V 

»—     M 

*•* 

03 

C/} 

5yM 

a 



0 

0)    • 

3) 

V     ' 

u 

■•-» 

nditii 

SL 

i 

» 

s 

3 

0 

en  (^  0\ 

j3 

i-i  •-« 

<: 

^0  •* 

iJ 

HM 

« 

I-.     ft                                              f 

0) 

OS 

•^ 

, 

1 

i^ 

i*aa)o 

•■« 

moo 

H 

X 

Mao 

a 

»« 

S 

0 

^  » 

"S 

s  ' 

5c 

« 

en 

J3 

V 

.S     £ 

Q 

B 

3) 

ss 

••■^ 

« 

nro 

Q 

u-ivo 

«  « 

aaqiunjij 

p> 

junoooy 

tv 

•s° 

o,Z 

« 

pajapjO 

0 

An 

JUBt 

.6       1 

0 

o 

a 

U 


ic 

• 

o 
Z 

E 

e 


•a 
o 

in 


> 

u   .S 

■«-• 

?5  cS 

u 

< 

w 

52:     : 

0     : 

c/5     : 

^     : 

^     ' 

0    : 

^    .• 

<u 

rM 

H     OS 

*<  ^ 

W 

^ 

0     : 

0     : 

w     : 

«     . 

0     : 

^     : 

OF 

uilt. 

«    « 

Q    V- 

0   >J 

u 

w 

K 

0) 

■*-■ 

Q 


o 
h 


0) 

§ 
u 


O 

"3 

o 


en 

m 
U 


> 

■  1-4 

o 

0) 

OS 


s 
S 


APPENDIX 

193 

W    U      -     -                  1                                                   1             . 

0)  £  c  c 

ji  rt  i-  i-    . 

t:      0  o-~- 

■               m 

j=  c  •'  ^  0 

»               <■ 

<n  s»  0  -^      *j 

0 

.K  ''      ^>^tn 

•      <?> 

rt  oj  3  b  >-'"■ 

d     1 

j^      : 

■<-;  <U  ^     ^  " 

ii 

0  <^ 

oo 

0 

Iz 

•Is 

a: 

^    • 

c     '      H 

s 

w 

0 

\           ^    ^ 

^ 

2s 

C/3 

03^ 

•  PHI 

CO 

e^      : 

*^ 

<  ^ 
u    « 

*tn 

Q 

_^  0 

fo 

^ 

0 

'tn 

C/3 

a;  -S 

c 



2  <« 

0  0 

0 

S^: 

0^ 

<z 

2z 

tii 

H                                       1 

0) 

W 

t3 

(A 

3 

« 

> 

0 

B 

CO 
0 

>• 

0) 

OS 

en 

0) 

x: 

i2« 

1^ 

^ 

^ 

tn 
k<    . 

<a  0 

Cfl  A. 

IS 

(A 

0 

S?i 

Z 

g 

1 

Im 

U  A                  1 

£ 

II 


194 


TRAMWAY   ACCOUNTS. 


'  1 '  I 


:J 


n 

u 
cd 

O 


0) 

i^        C 

C    "" 

C       3 

Cm 

O 

u 
m 

Pi 

3 

(4 


o 
Z 

E 

V. 

o 


Q 
M 
H 

< 
U 
O 

< 


Q 

> 
O 

u 

a: 


a 

s 
o 

o 


O 

H 
3 


•o 

a. 


JBOlBioX 


3  rt  <= 


CB    (U   r-    2 

^5  o   I 
-£05 


(A 

9 


cd 

Q 


(A    r<   3 

u  i;  E  D.^ 
M  5  O  ai  C 


V 

Q 


(A 


12  . 


£^ 


2  a; 


APPENDIX. 


195 


Form  No.  55.— 


TIME  ALLOCATION   RETURN. 


Permanent  Way  Department. 


.Works. 


Week  ending / igo. 


Tradesman's  Name 


Section  No. 

Hours 

of  Work 

Thurs, 

Friday 

Sat/Sun 

Monday 

Tues. 

Wed. 

Total 

No 

Rate 

Occ 

* 

No 

• 

Rate 

Occ 

No 

■ 



Rate 

Occ 

No 

Rate 

Occ 

No 

• 

Rate 

Occ 

Compared 
with     Wages 
Sheet  by 

Totals  . . 

II 


M 


196 


R 


o 
o 

« 

z 

O    be 

i-i     c 

<    c 
o  ^ 

m 
tii 
O 
< 

H 

m 
< 

(^ 

&4 


TRAMWAY    ACCOUNTS. 


10 

e 
Z 

§ 

tt. 


1 

1 

Rail  Packers 

:    JnoH 

:    J3d 

:    jnoH 
:     -lad 

:    JnoH 

:    J9a 

sja>[H3jg 
auois 

Dressers 

:    JnoH 

:    uox 

Beaters 

:    anoH 

:    jnoH 

:    iaa 

:  juoH                                1 
:    J»d                                1 

Boilernien 

:    JnoH 

:    J9d 

:    anoH 

:    JnoH 
:     -tad 

Platelayers 

:    anoH 

:    J^d 

1 

;    anoH 

:    jsd 

:    inoH 

:    JSd 

avoirs 

1 

:    -inoH 
:     -iad 

:    anoH 
:     Jad 

' 

PU 

:    -inoH 

:    -13d 

£       - 

a 

i        _ 

:    jnoH 

:    J3d 

:    anoH 
:     Jad 

(8 

:    jnoH 
:     -lad 

i«  - 

:  5fa»M 
:     -»ad 

£E 

:    .i8d 

UBlUpjB^ 

1 

0  : 

Z  t 
0 

1 

j  Time 
1  Amount 

J  rime 
1  Amount 

(Time 
1  Amount 

01 10  J  ja^paq 

ajiijipuadx^ 

Xb^  juaiiEuijaa 

2 

■5. 
ca 
U 

'-a 

I/) 

■« 

u 
c 

T3 
M 

Repairs 

in 

in 

:    jnoH 
:     jaa 

:    jnoH 

:    jsd 

:  pBoi 
:    -13d 

uaiu 
-qaiBAv 

:   jnoH 
:    J^d 

i 
Sizers         Bricklayers 

:    anoH 

:    JSd 

:    arioH 
:     Jad 

, 

:    anoH 

:    jaa 

:    anoH 

:    J3d 

:    anoH 
:     jaa 

;    JnoH 

:    J3d 

Borers 

:    anoH 

:    -13d 

:    jnoH 

:    -isd 

Bonders 

:    jnoH 

:    J3d 

:    anoH 

:    J9d 

Carters 

:    ABQ 

:     aad 

;   xbq 

:     -lad 

:     -lad 

0  : 

5 

J 

c 

(Time 
\  Amount 

Time 
Amount 

Time 
Amount 

w 

o 

PS 

P!« 


^25 


Is 
■ft 

o 
Z 

E 

0. 


.4 


APPENDIX. 


197 


Q 

< 


O 


0) 


i-i 

rt 

B 


H 

M 

Oh 


I 


u 

j2 

X 

* 

Cfl       ' 

u 

u 

b 

en 

C/3    . 

ca 

a: 

c-o 

U] 

2 

rt  5 

C 

«-"  rt 

c 

u 

Oc/2 

7) 

o 

a 
> 

K 
U 


2  6 


o  d  2  6 


r*    r"    **    ^« 

c  §  flJ  S 


C/3 


t 


!    I  1 


o 
o 

o 

H 
< 

U 

O 

J 

< 
tn 

< 
> 

O 

W 

>^ 
H 

(I] 


198 


TRAMWAY   ACCOUNTS. 


IC 

o 
Z 

i 

o 

IL 


c 

•«■ 

9 

0 

n 

Oil 

< 

m 

ai 

e 

0 

-s 

0 

■^ 

c 

9 

0 

.a 
0 

E 
< 

£ 

cu 

t 

H 

C 

•o 

9 

0 

ce 

6 

T3 

C 

< 

SJ 

o« 

u 

H 

'  2^j(  0 

51^  a;  OS 

0  o-s  0^ 

-o 

•*■» 

(A 

c 

Si 

0 

a 

•0 

< 

10 

^ 

i     aapd 

cv 

u 

H 

>» 

"rt 

ui 

rt 

0) 

>i 

n 
a. 

Q 

•ON 

33IOAUI 

Xq 

paAiaoaH 

"O 

u  u 

b   U 

ID  U 

x:  > 

^-•i 

Q 

UIOJJ 

psAtaoa^ 

3)B 

a 

2 

cs 
H 

c 

9 
0 

B 

< 

Fish  Bolts 

s 

9 
0 

B 
< 

(A 

c 

9 

(A 

c 

9 
0 

B 
< 

Si 

♦-» 
c 

08 

9 

i2 

0: 

c 

9 
0 

B 
< 

T3 

o» 

H 

b 

1 

1 

0) 

c 

c 
9 
0 

B 
< 

•0 

0 

Efl 

PQ 

c 

9 
0 

B 
< 

1/1 

Si 

c 

9 

at 

c 

1 

c 

9 
0 

E 

■< 

Si 

CQ 

15 
0 

9 
0 

B 
< 

Si 

u 

i 

APPENDIX. 


Material 

Ledger 

Folio 

Si 

Sundries 

c 

9 
0 

c 

< 

at 

u 

H 

Quantity 

m 
1 
0 

C 

0 

c 
9 
0 

s 

< 

•0 

en 
Si 

s 

C9 

9 

C2 

Old  Stones 

c 

9 
0 

B 
< 

m       * 
Si 

1 

CA 

c 

9 
0 

s 

< 

Si 

o» 

u 

H 

•0 

V  c 
u  0 

C 
9 
0 

C 
< 

Si 

0 

I/} 
§ 

s 

c 
0 

9 
0 

B 

< 

Si 

c 
9 

a 

o 

ON 


J- 
< 

H 
M 

0$ 


Q 


en 


en 
u 

KT 


o 
o 

A 

O 
H 

03 


Q 


CO 

u 


§i 


•^ 

^ 


en 


en 

Si 

<0 


o 


a: 

0:; 


O  M 

o 


.0 


0) 

o 


f 
o 

I 

M 
H 
O 


199 


> 
'S 

a 
SP 

"Wit 

CO 

O 

-♦* 

.H    13 

a  •« 

^  5 


> 


0) 

c 

0 

0} 

0) 

6 

>i 

>» 

flS 

XJ 

a 

T3 
V 

Q 

en 

R] 

■<-* 

-4^ 

c 

is 

c 

o 
u 
u 

< 


O  H^ 

■!=!  a 

C  13 

•t-«  jj 


APPENDIX. 


20I 


200 


TRAMWAY   ACCOUNTS. 


< 

c 

o 

o 

►-• 

H 

< 

o 

(A 
» 

C/3 
C/3 


I 
O 

• 

e 
Z 

E 

o 
u. 


o  — 
0 

1/) 

c 

u 

o 

U 

u 
u 

• 

o» 
u 

oiioj  >iooe 

|BUaiBK 
.SJ0iDBJUI03 

ca 

o 

a 

< 

tm 

as 

H 

< 

1 

o 

•o>i  aoiOAUi 

^q  paAiaoan 

o  3 

^1 

Sent  to 

1 

<-4 

-1 
< 

0! 
M 

< 


Leeds 

&  B.V. 

Rails 

(A 

(/: 

Oi 

u 

M    01 

1 

o» 

u 

1^ 

H 

4-  F.C. 
Pipes 

c 

3 

New 

Whin 
Setts 

T     C     Q 

New 

Granite 

Setts 

u 

New 
Bricks 

c 
S 

1 
C/3 

1 

New  Iron 

Pav. 

Blocks 

u 

o> 

u 

Whin 
Chips 

u 

Q 
Z 
O 

a 

^S 

00 

CQ 

9 

o 

30 

c 
£ 
O 

"rt  I- 

.-DO 

«  Ufr, 

^J 

4-4 

c 

-0 

o 

1/1 

c 

< 

^ 

»-4 

m 

PC 

Q 

u 

"■ 

Z 

H 

D 

C/5             -^ 

4^ 

r- 

n 

a 

D.^ 

Oi 

rt  C 

V4.!:: 

u 

c  o 

Wd, 

H 

^-'Xi 

o  "3 

Ol 

rr.= 

h 

o 

03 

<u 

o> 

o 

G 

Cx. 

H 

D 

en 

02 

O* 

tf3 
C/3 

u 

.J 

in 

H 

"O 

< 

01 

Si2 

Ol 

s 

o 

h 

3 

H 

< 

Oi 

—  -~     Oi 

.  rt  C 

O 

O     -V 

H 

tn 

Oi 

-c-S 

u 

ox 

a 

H 

C.l/3 

o» 

rt"= 

^/« 

u 

c^s: 

H 

g« 

o» 

O  cS 

is'o- 

u 

Sx: 

C  tf 

<£ 

H 

c 

o» 

?,'c5 

o 

Q 

H 

o» 

u 

"^ 

00 

E 

u 

o 
b 

u 

■!-• 

o 

rt 

c 

•t-t 

£ 
a 
tn 


H 

H 

US 

o 
o 

pq 

o 

H 

o 
o 
hJ 

< 

(X) 

U 


o 


< 

w 

a. 
I 

m 

H 
W 
W 

H 

C/3 

O 
h 

D 
w 

O 

u 

o   ^ 

D  ^ 

H  8 

W  > 

0^  ^ 

>^ 

w 


NO 

o 
E 

u 
o 

LL 


a. 


C/5 


(Jones) 
Transferred 
from     J    64 
Rep. 

■a 
u 

4-i 

is: 

0»N         0 

IT) 

1 

(Smith) 
Transferrei 
from    J     64 
Rn. 

Sand 

qio      0 

0 

vo      10     00 
t-      -*      ■« 

H            M             W 

o 
O 

OJ  0      0      0 

0    t^           -*         00 

H  °       °       ° 

• 

0 

M 
0 

* 

t^     00 

1-      ^ 

M       It 

■—1 

■  Ml 

o 

u 

a 

0 
ca 

0      0 

0 
ao 

a 


o»o 


0\ 


H  >* 


S/9 

0) 

s 

0 

"— » 

z 

^v^ 

• 

1— 1 

1- 

0 

1 — 1 

Pitch 

o»« 

1 

gj 

1 

JS 

Ui 

<u 

-3 

0 

v^ 

c/) 

OS 

>n 

M 

vt 

01  "^ 

0 

0 

cn 

1 

Oi 

W 

0} 

1 

0  'l- 

« 

« 

M 

Ul 

0 

M 

\ri 

30 

VO 

(-1 

H« 

at 
u 

O 
Z 

u 


c 

s 

3) 

a. 


u 

a 


3 

2 

O 

2 


■i 


I 


202 


TRAMWAY   ACCOUNTS. 


APPENDIX. 


203 


3 
o 

c 
< 


c 
O 


9 
o 


x: 
u 


en 


T3 
(A 


in 

u 
cd 
.0 

4) 


03 

H 
O 

o 

PQ 

O 
I— I 

u 

o 

< 

P 
tn 

c 
o 


C/3 


c 
3 
O 


T3 
IB 


u 


1/1 


c  «  53  o 
«  h  MS 


o 
< 


m 


(9 


u 

'u 

0. 


ett 


01 

u 


3 


c 
«^ 
a 

C 


^   3 

O  O 


0) 

c 
o 

u 


o 
Z 

E 

o 
u. 


JO 


s 
o 

u 

c/3 


c 

3 
o 


^ 


c 

3 

01 


'     3 

2  o 

03  < 


•s 


c 
o 


.2  So 


in 


C 
3 

C 
3 
O 


c 

e 

o 


tn 


C 

3 

a 


c 

3 
O 

£ 
< 


c 

3 

o 


<-^ 


u 


C 
3 
O 

3 


•^ 


c 

3 


in 


in 

n 


O 

U 


c 

3 
O 


C« 
u 
H 


in 

C 


M 

« 

« 

Pu 

c 
■5 


in 

<u 
c 
o 

OQ 

o 


o 


c 

3 


S 
3 
O 

S 


c 

cs 

9 


m 


c 

3 
O 

S 


<-kj 


OJ 


c 

3 
O 


in 

u 

c 

O  3 


13 
in 


u 


T3 

in  9J 

u  c 

i  o 

•o  ♦^ 

«c« 


c 

3 
O 

B 
< 


u 


in 
Si 


m 
.X 

u 
o 

5 

c 
o 
1-1 


c 
o 

I— 

c 


c 
2 

6 


en 


H 
H 

M 
03 

M 
H 

Z 

O 
P 

o 
u 
u 
< 


o 
o 

H 

c/3 


o 

Z 

E 

u 

o 
u. 


SIBUIU] 

— 

>-U= 

11 

i£ 

ag 

^fri« 

U 

■M 

>u= 

0 

t/2 

11 

3^ 

< 

a- 

« 

03 

Q 

c 

-o  0 

9 
0 

in  00 

c 

< 

lU 

to 

A 

\o 

i 
1 

0: 

fO 

•saO 

« 

en 

•s»M3 

• 

Hj 

■suox 

X^pirenQ 

• 

-■l- 

01 

iOil 

00 

w 

v 

0 

rt 

0 

Q 

0 

4-1 

c 

"O   0   0 

3 
0 

E 
< 

in  0  'I- 

^=°5 

-i-^ 

cS 

0  ^o 

a 

OC 

-f^ 

•S15 

•     ; 

•SJM3 

•     • 

suox 

j£lijuBn5 

•       • 

0:: 

.  m 

•s 

TJ 

Ui 

>  s 

^^ 

•s  0 

0  in 
0  3 

W.2 

oi 

11 

0  rt 

°n°d 

a         • 
■         • 

•-• 

<o 

S  0 

(6 

■SiS. 

a 

■^-^I. 

W 

o 
fi 
w 

w 

P 

H 
t— » 

P 

Cx] 

t^     en 
s**     -t-« 


W 


c/3 


O 

■4-1 

o 
c/3 


o 
Z 

I 

o 


C 

TJ 

3 

■■"■Vlk 

0 

en 

"3 

1 

Si 

zs 

rt 

^ 

tn 

in 

.^^•5 

T3 
0) 

s-e'^ 

OS 

■3 

TJ 

I-I 

01 

in 

4-* 

c3 

"rt 

2 

■-rt 

-*■« 

a. 

etf 

u 

in 

T3 

&0 

in 

• 

^ 

Vrt 

"3 

TJ 

M 

0) 

en 

-iS 

en 

cd 

S 

<hJ 

1 

c 

in 

T3 

in 

^ 

m 

"rt 

T3 

•c 

u 

01 

-*-* 

tfl 

en 
i-i 

s 

<-♦? 

CS 

P< 

V 

05 

en 

0) 

TJ 

be 

in 

rt 

^ 

^ 

oiioj 

(U 

+-• 

n! 

Q 

I 


204 


o 

Cv 


& 

o 


H 

Q 

w 
< 

I 


»4 

o 


09 

0 

• 

0 

>o 

>*4 

ve 

0 

• 

0 
Z 

-•-• 
^ 

U 

E 

-•>< 
^ 

u 
0 

< 

U. 

TRAMWAY   ACCOUNTS. 


TS 

CO 

i-i 

<u 

M 

<t>J 

cS 

</> 

s 

Si 

rt 

0 

H 

(A 

T3 

g" 

M 

^ 

<Hi 

•T3 

rt 

1^ 

0) 

lA 

■•-» 

rt 

"rt 

s 

S» 

Q4 

"O 

<A 

^ 

V? 

TJ 

ns 

It 

a> 

tn 

■4^ 

R! 

'a 

s 

Si 

^ 

c 

•0 

^ 

en 

w 

•h? 

1 

-a 

ed 

bi 

0) 

Ol                                             ■ 

rt 

£ 

S 

m 

"S 

c 

0 
OS 

TJ 

^ 

CO 

^ 

SI 

♦• 

■■§ 

< 

u 

0 

e 

0 

•j3 

i 

u 
o 


C/1 

u 

(ii 

S 

0 

H 

0 

U 

U 

< 

^ 

1— 1 

H 

Z 

0 

0. 

0 

H 

G 

W 

t—i 

J 

Oh 

« 

Oh 

c 

;j 

0 

C/) 

■4^ 

0 

(U 

hJ 

C/5 

< 

.n 

t— ( 

g 

C4 

C/5 

u 

H 

< 

S 

fa 

• 

0 

0 

M 

a 

Q 

0 

4-* 

C^ 

u 

(11 

0 

m 

u 

N 

•   J? 

z  § 
E^ 

u 


APPENDIX. 


205 


01 

(d 


*.  aj 

cs.y 

"O 

0 

•"  j- 

«M 

COh 

Ut 

3      . 

t/3 

0  0 

U 

Amo 
Spec 

s? 

S  0 

tAX 

V 

UTJ 

-o 

p 

*r  >, 

CO 

at  Pur 
rice 

S? 

1 

w.CU 

-a 

(-  0 

C 

0)   0) 

>  li: 

E<] 

0 
< 

.M     •«-! 

S? 

.<  0  <a 

»-  i«  0 

a  «-r 

0—" 

^ 

^" 

a 

cJ 

m 

^.■^ 

•s 

h 

03 

u 
^ 

£ 

ti 

1 

< 

03 

a 

U 

H 

s 

rt 

9 

01 

«»-  c  c  t; 

0  °  5  0 

0  mSjCQ 

i^^.'o 

0 

0      >P 

.»    «.    CO 

. 

as   -^ 

6 

0 

u 

U* 

•0 

u 

> 

m 

8 

as 

^-     .  OJ 

1 

Yard 
Note 
or  In 

N 

Form  No.  68.- 


Compared  with 
Wayes  Sheet 
and  Certified 


TIME    ALLOCATION    RETURN. 
<  Overhead    Equipment. 


Certified 
Foreman 


Week  ending 190  j^^^^^^^ 

Na"ie No Occupation Rate 


Permanent 
Way 

Section  or 
Junct'n  No 
(as  per  List) ' 


45  J 
28  S 
28   S 


I 

2 
3 
4 
6 

7 


Hours 


Sun.    •    Mon.      Tues.      Wed.      Thur. 


Fri. 


Sat. 


2 
3 
4 


6 
I 


3 
I 


2 

3 


2 
5 


Total 

21 
4 

4 

8 

7 
9 


Total, 


53 


tn  O 


-,.       .    ^,    ^  ACCOUNT    NUMBERS. 

I    Tmie  m  Yard. 

/2*  Trolley  wire  ;    straight  line  hangers  and  ears  ;    feeder  splicing  anchor  and  curve 
fSkto'rttgra1,dTr£o?^ii°^^=   ^'"-^'^^^  -^  «"-'  spHcSsTiXn^ 

^*  ^it^Ta-ndtSdiX^^lhrvI^ir?^^^^^^       *"^'"^^^°^^  =    ^°-"-  -^  '^^'^^  = 
"^^  ^clevis  balls!"*'"^  '    ^""^^  ""'"^ '   ^^"  in^^l^^ors  ;    small  rosettes;    split  links; 
V5*  Ground  wires  and  jointed  connectors. 

6  Emergency  Repairs  Account. 

7  Ordinary  Inspection  and  Repairs  Account. 

♦Permanent  Way  Section  or  Junction  Numbers  also  to  be  quoted. 
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Form  No.  71.— 


TRAMWAY    ACCOUNTS. 


Compared  with 
Wages  Sheet 
and  Certified 


TIME  ALLOCATION   RETURN. 


Mains  Department. 


Certified  by 
Foreman 


Week  ending. 190 ....         No. 

Name 

Occupation Rate  . . . , 


Account  No.  (as 
under). 

(R.  Repairs; 
Rn.  Renewals; 
C.  Capital.) 

Hours 

Fri. 

Sat. 

Sun. 

Men. 

Tues. 

Wed. 

f 

Thur.      Tota 

Total    . .     . . 

Account  Numbers. 


No.  47.  Rail  Bonding. 
»    48.  Ducts  and  Manholes. 
„    49.  Feeder  Cables. 


No.  50.  Section  Boxes. 
H    51.  Telephones. 


Form  No.  72.— 

STATEMENT  of  REVENUE  and  EXPENDITURE  for  week  ending 190. . 


t  Cars    . . 
Simdries 


REVENUE. 


Total 


EXPENDITURE. 
I.  Power  Expenses — 
Salaries  and  Wages 
Fuel    ..        .... 

Oil,  Waste,  and  Supplies 

Gas 

Water 

Miscellaneous 


Total 

II.  Traffic  E.xpenses — 

Salaries         

Wages  

Cleaning  and  Oiling  Cars 

Lighting  Cars         

Cleaning  Rails  and  Salting  and 

Sanding  Track 

Fuel,  Power,  Light,  and  Water 

for  Depots 

Ticket  Check  

License  of  Cars 

Unifonns 

Miscellaneous         

Total      . 

III.  General  Expenses  . . 

IV.  Repairs — 

Permanent  Way 

Electrical  Equipment  of  Line   . 
Buildings  and  Fittings     . . 

Power  Plant. .      ' 

Works  and  Sundry  Plant 
Miscellaneous  Equipment 


Week 
ending 


Week 
ending 


£  s  d 


£  s  d 


Total      . . 

V.  Permanent  Way  Renewal 

Fund 

VI.  Depreciation 

Total  Working  Expenses  . . 
Gross  Balance 

VII.  Fixed  Charges — 
Interest  on  Capital 
Sinking  Fund 


Total      . . 

Net  Surplus  for  Week  . . 

»  „       to  date  this  year. . 

w  »        for  corresponding 

Week  last  Year 

H  »        to  date  last  year. . 


Average 

per 
Car  Mile 


Percentage    Average  per 
to  Receipts     K.  W.  Hour 


Remarks 


ELECTRICAL  ENERGY. 


Car  Works 

Car  Sheds  (prior  to  Night 

Load)   

Car  Sheds  (Night  Load). . 

Pinkston 

Lighting  Cars 

Traction 

Total  accounted  for 

H.T.  Current  unaccounted 
for 

Total  Generated 


Percentage  of  Current  un- 
accounted for    . . 

Traction  K.  W.  Hours  per 
Car  Mile 


K.W.  Hours 


Fuel 


Consumpt  (tons)   . . 
Consump't  per    K.  W.  H. 

Generated  (lbs.) . . 
Consumpt  per   K.  W.  H. 

accounted  for  i  lbs.) 
Consmt.  per  Car  Mile  (lbs.) 
Consumpt  per  E.H. P.  (lbs.) 


Mileage — Dead     . . 
Revenue 

Total      . . 

Passengers  Carried 
Average    Passengers   per 

Car  Mile 

Average     Receipts      per 

Passenger 
Average  Number  of  Cars 

16  hours  day 


Week  ending 


These  columns  would  extend  to  the  foot  of  the  Form. 
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Form  No.  73-              pinANCE     BOOK. 
AccocNTS  Submitted  to Committee igo. 


m 


Name 


Initials 


Amounts 


£    s    d        £     s    d 


Form  No.  74.— See  pages  88-89. 


Form  No.  751 
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Ipl 


Plj 


Form  No.  82.—  Branch  No 

Date  of  Admission /..../19.. 

APPLICATION    FOR    MEMBERSHIP. 

This  Form,  after  being  filled  up  and  signed  by  the  Applicant,  may  be 
taken  to  the  Medical  Officer  of  the  Society  for  the  Branch  which  the 
Applicant  desires  to  join,  and  should  the  Applicant  be  suitable  for 
admission  to  the  Society  the  Medical  Officer  will  sign  the  Certificate 
below.  The  Form  will  then  be  handed  to  the  Convener  of  the  Branch 
Committee  and  transmitted  by  him  to  the  Secretary. 


Full  Name  of  Applicant, 

Residence,            

Occupation, 

Depdt 

Age  next  Birthday, 

Married  or  Single, 

If  Married,  is  your  Wife  alive  ? 

Date  of  entering  Service 

Are  you  in  good  health  ? 

Are  you  a  member  of  any  other 
Society  ? 

1  hereby  declare  that  the  foregoing  particulars  are,  to  the  best  of 
my  knowledge,   correct,   and    in    the    event    of    my    application  being 

accepted  I  have  to  request  that  the  Entrance  Fee  of 

be  deducted  from  my  wages,  and  also  the  weekly  subscription. 


Applicant's  Signature. 
Date. 


19. 


MEDICAL    OFFICERS    CERTIFICATE. 

I  hereby  certify  that  I  have  examined 

the  Applicant  above-named,  and  find  that  he  is  at  present  free  from  all 
bodily  disease  and  is  in  a  sound  state  of  health,  and  is  suitable  in  every 

way  to  be  admitted  as  a  member  of  the Friendly 

Society. 

Signature, 

Date,mm 19.. 


Form  No.  83. — 

APPLICATION    FOR    SICK    BENEFIT. 

The  Secretary, 

Sir, 

Referring  to  Medical  Officer's  Certificate  below,  I  beg  to  state  that  I 

am  at  present  suffering  from and  claim  allowance, 

as  per  benefits  for  Class ,  for days,  from 

to (both  days  inclusive). 

Signature, 

Residence, 

Occupation, Branch, 

No.  on  Roll Date, 19    . 

MEDICAL    OFFICER'S     CERTIFICATE. 

I   hereby   certify   that   I   examined  the  above-named 

on 19     ,  and  find  that  he  is  suffering  from 

and  is  unable  to  follow  his  employment. 

Signature, 

Date, 19     . 


VISITORS'     CERTIFICATE. 

We  hereby  certify  that  we  visited  the  above  applicant  on 

and  find  that  he  is  unable  to  follow  his  employment,  and  that,  to  the  best 
of  our  knowledge  and  belief,  his  sickness  is  not  the  result  of  any  mis- 
conduct, and  we  therefore  consider  he  is  entitled  to  the  benefits  of  the 
Society  for days,  as  stated  above. 


Signed, 


PASSED    FOR    PAYMENT. 
.Days  @ per  Week  =  £ 


Secretary. 


19 


Forms  Nos.  84  and  85.— See  page  136. 
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Also     BIRMINQHAM,     BRADFORD,     LIVERPOOL,     OLASOOW.     &c. 

Agents  In  chief  Continental  Cities. 


A  very  large  and  varied  Stock  of  Company  Books  and  Forms  is  kept  by  us. 
Complete  sets  of  Company  Books,  including  Register  and  Account  Books,  in 
six  different  colours.  All  Forms  and  Registers  sold  by  us  are  prepared  for 
practical  use.     Their  standard  of  usefulness  and  efficiency  is  the  outcome  of 

years  of  practical  experience. 


We  are  always  pleased  to  render  assistance   to  our   eiients   by 
supplying  Precedents.     Counsels*  opinion  always  available. 


Companies    and    Syndicates 

registered  for  the  purpose  of 
purchasing  existing  businesses 
or  starting  new  businesses. 

Companies  Re  -  constructed. 

Advances  negotiated  on  Re- 
versions, Life  Policies,  Free- 
holds, Leaseholds,  Shares,  &c. 

Information  given,  and  assis- 
tance rendered  in  matters  re- 
lating to  the  sale  of  existing 
businesses  to  Limited  Com- 
panies or  Private  Syndicates. 

Company  Documents  specially 
prepared,  stamped,  and  filed. 
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the  liability  is  limited. 

Private   Lists  of   Investors. 
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posted  to  Private  Lists  of 
Investors. 

Lists  of  investors.  Envelopes 
addressed  from  lists  of  upwards 
of  300,000  Investors. 


Prospectuses,  Application 
Forms  and  other  Insets  speedily 
printed,  ruled,  banded,  and 
posted. 

Businesses  investigated  and 
reported  on. 
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NOW  READY.     800  pages.     Price  21/-  net.     FIFTH  EDITION. 

"AUDITING" 


BY 


LAWRENCE     R.     DICKSEE,    F.C.A. 

(Author  of  "  Bookkeeping  fot  Accountant  Students,"     "Bookkeeping  for  Company  Secretaries,''  &c.) 


MESSRS.  GEE  &  CO.  beg  to  announce  that,  in  consequence  of  Four  Editions 
(of  1.000  copies  each)  of  this  standard  work  being  exhausted,  a  Fifth  Edition 
has  been  prepared  and  is  now  ready. 

The  work  has  been  thoroughly  revised  and  partly  re-written,  and  is  now  in  every 
way  up  to  date. 

The  LEGAL  DECISIONS  referred  to  have  been  brought  up  to  the  beginning 
of  the  Long  Vacation,  and  especial  attention  has  also  been  devoted  to  the  consideration 
of  the  COMPANIES  ACT,  ipoo,  upon  which  there  has  been  so  much  discussion 
of  late. 

The  general  character  of  the  work  is  upon  the  same  lines  as  the  last  two  editions, 
the  subject  being  dealt  with  under  convenient  headings  in  12  Chapters,  comprising  370 
pages,  and  dealing  with  the  method  of  audit  in  connection  with  all  different 
Classes  of  Accounts  and  the  Duties  and  Responsibilities  of  Auditors. 
Chapters  are  also  appended  dealing  with  Investigations  of  Profits  for  prospectus 
purposes  and  with  Income  Tax. 

There  are  four  Appendices.  The  first,  which  covers  184  pages,  contains  extracts 
from  41  Acts  of  Parliament  dealing  with  the  duties  and  responsibilities  of  Auditors. 
The  second,  which  extends  over  212  pages,  contains  full  reports  of  all  the  leading 
decisions  affecting  the  duties  and  responsibilities  of  Auditors,  and  the  principles  upon 
which  profits  may  be  ascertained  and  dividends  declared.  The  third  consists  of  an 
extract  from  a  Thirteenth  Century  Manuscript,  dealing  with  the  duties  of  Auditors, 
that  is  of  considerable  historical  interest ;  while  the  last  contains  a  new  and  complete 
set  of  Depreciation  Tables  and  a  full  description  of  their  use. 

In  deference  to  a  wish  expressed  by  several  practitioners,  ample  space  is  provided 
in  this  Edition  to  enable  each  reader  to  add  such  MEMORANDA  and  NOTES  as  he 
may  consider  usef  al.  It  is  thought  that  this  will  be  found  especially  convenient,  as 
enabling  the  work  to  be  kept  continually  up  to  date  as  further  legal  decisions  are 
announced. 

The  Index,  covering  27  pages,  has  been  entirely  re-written  for  this  Edition,  and 
will  be  found  to  be  most  complete. 


GEE  &  CO.,  Printers  and  Publishers,  34  Moorgate  Street,  E.C 
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The  Accountant's  Compendium 


BY 


SIDNEY  STANLEY   DAWSON,   A.C.A. 

(0/    the    firm    of  Dawson.    Langtey    &.   Chevalier.    Liverpool.) 

Becomn.ended  in  the  Official  Syllabus  for  the  C.P.A.  Examinations 

(New  York). 


probabiniroftheUrunZor'n- ''"*''  "'"'  '"  'h«  work,  and  in  view  of  the 
a  small  but  clear  type  andSrim^ril-"^  circumstances,  it  has  been  produced  in 
in  as  small  a  compKs  i^"sible.^      ^  h"ghly-rolled  paper,  so  that  it  may  ^ 
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Scope  of  Work. 
me'lrca"  OueSn*!^"?*"^' '   ^^^""y  =    Arbitrations  and  Awards  •  Arith 

Societies;  Carriage-   Comnanv  T  oT  !  i  d      J   bookkeeping;   Building 
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THIRD     EDITION. 


290  Pages.        Demy  8yo.        Price  10/6  net. 


Bookkeeplna  for  Accountant  Students 


BY 


LAWRENCE   R.   DICKSEE,   RCA. 


fiecommended  in  the  Official  Syllabus  for  the  C.P.A.  Examinations  {New  York). 


This  work  has  been  specially  prepared  to  meet  the  requirements  of 
Candidates  for  the  Examinations  of  the  Institute  of  Chartere<l  Accoun- 
tants, and  deals  fully  with  the  subject  of  Double-Entry  Bookkeeping 
from  the  most  elementary  stages  up  to  its  highest  developments. 

The  general  theory  of  Double-Entry  Bookkeeping  (which  is  fully 
explained  in  the  earher  chapters)  is  dealt  with  upon  a  system  which,  upon 
the  first  publication  of  the  work,  was  entirely  novel.  It  has  since'  been 
adopted  in  almost  every  work  upon  the  subject  which  has  been  subse- 
quently pubhshed,  thus  affording  the  best  possible  evidence  as  to  its 
efificiency  and  simplicity. 

Subsequent  chapters  deal  fully  with  the  Accounts  of  Traders, 
Consignment  Accounts,  Departmental  Trading  Accounts,  and 
Self-Balancing  Ledgers. 

The  end  division  contains  a  full  description  of  Manufacturers' 
Cost  Accounts,  Joint  Stock  Companies' Accounts,  the  Double 
Account  System,  Depreciation,  etc 

Numerous  Exercises  and  Examination  Papers  are  appended, 
making  the  work  also  suitable  for  scholastic  purposes,  for  which  the  first 
two  Parts  are  particularly  adapted. 


GEE    &   Co.,  Printers   and   PubUshers,  34   Moorgate   Street,  B.C. 
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NOW    READY. 


Price   10s. 


A  Guide  to 


Income=Tax  = 


By 

ADAM  MUREAY 


Practice 


and 


ROGEE  N.  CARTER, 


Chaiiered  Accountants,  Manchester, 


CONTAINING 

A  Summary  of  the   various    Enactments  relating    to    Inoome-Tax; 

Instructions  as  to  the  preparation  of  Returns  for  Assessment  and 

Accounts  in  support  of  Appeals  on  the  ground  of  over-assessment; 

also  for  claiming  Exemption  and  Abatement; 

AND 

A  CONCISE    POPULAR    DIGEST    OF  THE   PRINCIPAL    LEGAL 
DECISIONS    ON    THE    CONSTRUCTION    OF    THE    ACTS: 

FOR     THE     USE     OF     TAXPAYERS. 


NOW    READY. 


Price  6s.   net. 


THE 


ACCOUNTANT'S    ASSISTANT 


160    Pages.         Demy    8vo. 


A  BIBLIOGRAPHY  of  Accountancy  :  being  an  Index  to 
the  Accountancy  Lectures  and  Leading  Articles  printed 
in  The  Accountant,  The  Accountants'  Journal,  The  Transactions 
of  the  Various  Students*  Societies,  and  other  Periodicals, 
during  the  last  30  years  of  the  Nineteenth  Century,  to 
which  is  added  a  List  of  the  principal  Treatises  now 
in  use  on  each  of  the  117  Subjects  affecting  Accountancy. 
The  Work  supplies  a  very  widely  felt  want,  and  will  be  in 
Daily  Requisition  in  Accountants'  Offices ;  and  will  to  a  large 
extent  reheve  the  inconvenience  practitioners  have  long  laboured 
under  in  that  no  complete  single  index  to  the  volumes  of  The 
Accountant  hsis  yet  been  published.  The  Work  has  been  carefully 
compiled  by  Mr.  Thomas  Beckett,  the  Registrar  of  the  Society 
of  Chartered  Accountants  in  Manchester. 


GEE  &  CO.,  Printers  and  Publishers,  34  Moorgate  Street,  E.C. 
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Hand-Book  to  Stamp  Duties  and 

Receipts. 

By    H.    LAKIN-SMITH,   A.C.A. 


52  Pages.    Bound  Cloth  Boards.     Price  2s.  6d.  net. 

This  Work  has  been  prepared  to  meet  the  special  requirements 
of  Chartered  Accountants,  Secretaries  of  Limited  Companies,  House 
and  Estate  Agents,  and  many  others,  by  whom  a  Handbook  on  this 
important  subject  has  long  been  needed.  It  is  an  attempt  to 
present  the  subject  in  a  readable  and  concise  form,  and  to  supply 
all  the  information  likely  to  be  required  by  anyone,  except  a  mem- 
ber of  the  legal  profession. 

The  Book  contains  a  full  discourse  upon  "  Receipts,"  par- 
ticulars of  the  duties  and  fees  payable  upon  the  Registration  of 
Companies,  the  Death  Duties,  and,  generally,  the  rates  and  par- 
ticulars of  all  the  more  important  Stamp  Duties  now  in  force. 


no  Pages.        Price  2s.  6d.        Bound  Cloth  Boards, 

THE 

Cost   Accounts   of   an   Engineer 

and   Ironfounder. 

BEING   A   REPRINT    OF   TWO   LECTURES 

READ      BEFORE 

The  Sheffield  Chartered  Accountants  Students'   Society 

By    J.     W.     BEST,     F.C.A. 


The  first  portion  deals  with  the  Engineering  and  the  second 
with  the  Foundry  Department,  and  numerous  forms  of  books  and 
accounts  are  given  and  explained.  The  systems  advocated  are 
adaptable  to  both  small  and  large  businesses,  and  show  how 
detailed  or  aggregate  costs  and  monthly  trading  results  are  arrived 
at  and  shown. 


GEE  &  CO.,  Printers  and  Publishers,  34  Moorgate  Street,  E.G. 
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THIRD  EDITION. 

^   Foolscap  folio,  about  460  pp.     Price  £1  net,  post  free. 


THE 


COMPANY-SECRETARY 

Containing  a  Full  Description  of  the  Duties  of  the  Company-Secretary 
Together  with  an  APPENDIX  of  FORMS  and   PRECEDENTS 

Also  a  Summary  of  the  Companies  Act,  1900,  with  Explanatory  Notes 

(Being  an  Appendix  to  "The  Company- Secretary.") 

BY 

W.    H.    FOX.    F.C.A. 


During  a  long  period  the  Author  has  been  engaged  collecting 
every  possible  form  of  precedent  in  relation  to  Gompany  work,  and 
the  result  is  a  compendium  of  valuable  information  that  will  cause 
the  book  to  rank  as  the  Standard  Work  on  Gompany  Procedure. 
The  duties  of  the  Gompany-Secretary  are  fully  explained  in  the 
letterpress  portion,  as  also  the  use  of  the  forms  in  the  Appendix. 
Every  form  that  can  possibly  be  required  finds  a  place. 

This   Edition    contains  various    Forms,  &c.,  required 
in  the  Winding-up  of  Companies. 


Price   2s.  6d. 


*H     \  Summary  of  the  Companies  Act,  1900 

WITH    EXPLANATORY   NOTES 

(BEING  AN  APPENDIX   TO   ''THE   COMPANY-SECRETARYr) 

BY 

W.  H.  FOX,  F.G.A. 


GEE  &  CO.,  Printers  and  Publishers,  34   Moorgate  Street,  E.G. 
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AUDIT    N©TE-B0©K 


Nos.  1  and  2. 


Price  6d.  each,  or  5s.  per  doz, 


The  object  of  these  books  (which  have  been  compiled  in  consequence  of  a  suggestion 
put  forward  by  Mr.  (now  Lord)  Justice  Vaughan  Williams),  is  to  afford  a  permanent 
record  of  the  work  actually  done  in  connection  with  any  particular  Audit,  and  of  the 
Queries  raised  and  Answers  received  thereto,  so  that  the  principal  may  not  only  know 
at  any  time  what  work  was  actually  performed,  but  also  which  members  of  his  staff 
are  responsible  therefor. 

The  Note-Book  is  framed   to  meet  the  normal  requirements  cf  all  ordinary 
industrial  undertakings,  but  is  so  designed  that  it  may  be  readily  modified  to  meet  the 

SPECIAL  REQUIREMENTS  OF  ANY  PARTICULAR  BUSINESS. 

It  is  suggested  that,  at  the  commencement  of  a  new  Audit,  the  principal  should  himself 
settle  the  precise  amount  of  work  to  be  done 

No.  1  Audit  Note-Book  (for  Continuous  Audits)  provides  space  for  the 
work  done  during  each  month  of  a  year. 

No.  2  Audit  Note-Book  is  available  for  Four  Completed  Audits,  whether 
Quarterly,  Half-yearly,  or  Annually.  . 

The  facts  that 

OYER  3,000  COPIES  HAVE  ALREADY  BEEN  SOLD, 

and  that  among  the  purchasers  are  to  be  numbered  many  of  the 

LEADING    FIRMS    OF    CHARTERED    ACCOUNTANTS, 

are  sufficient  evidence  of  the  practical  character  of  the  Audit  Note-Book  and  of  its 
utility. 

The  Price  per  100  is  40s., 

and  purchasers  of  this  quantity  are  entitled  to  have  their  names  printed  upon  the  front 
page  free  of  charge. 

GEE  &  CO.,  Printers  and  Publishers,  Moorgate  Street,  E.G. 


50  Pages,  Foolscap  4to. 
Prico   1/6   per  copy,   15/-   per  dozen,   or   50/-  for  50  copies, 

£4   10s.   for   100  copies. 

N.B.— If  50  Copies  are  ordered,  Accountant's  Name  and  Address  will  be  printed  on  cover 

AUDIT  NOTE-BOOK  No.  3 

(F©R    IMPORTHNT    HODITS.) 


In  response  to  the  numerous  requests  which  we  have  received  for  a  larger  and 
more  complete  Audit  Note-Book,  so  designed  as  to  meet  the  requirements  of  audits 
relatmg  to  undertakings  of  any  description,   or  of  a  complicated   nature 

we  have  decided  to  issue  a  Taird  Series  of  the  "  Audit  Note-Book,"  which  has  already 
bee  a  found  of  such 

GREAT    UTILITY   TO   THE    PROFESSION    GENERALLY. 

This  series  is  so  designed  as  to  be  suitable  for  any  business— Manufacturing, 
Trading,  or  Financial— and  to  undertakings  of  practically  any  magnitude,  while 
ample  space  is  also  afforded  for  notes  in  connection  with  audit'?  that  are  not  quite 
straightforward.  ^ 

AN    IMPORTANT    FEATURE 

of  the  present  series  is  the  space  provided  for  entries  of  Ledger  Balances  Trial 
Balance,  &c.,  rendering  the  preservation  of  loose  sheets  (which  so  easily  get  mislaid) 
quite  unnecessary. 

It  may  be  added  that  Series  I.  and  II.  of  the  "Audit  Note-Book,"  which  for  some 
years  past  have  been  regularly  used  by  many  of  the 

LEADING    FIRMS    IN    THE    PROFESSION, 

and  which  have  been  found  most  useful  for  ordinary  commercial  audits  (especially 
when  conducted  continuously)  will  continue  to  be  issued  as  heretofore  at  the  rate  of 
od.  per  copy,  5s.  per  dozen,  or  40s.  per  hundred. 


Orders  (accompanied  by  a  remittance)  should  be  forwarded  at  once  to 

GEE  &  Co.,  Printers  &  Publishers,  Moorgate  St.,  London,  E.G. 


Price  IS.  net. 


Comparative  Depreciation  Tables 


BY 


Lawrence  R.   Dicksee,  F.C.A. 

(of  the  firm  of  Sellars,  Dicksee  it-  Co.) 
Author  of  "Auditing,"  "Bookkeeping  for  Accountant  Students.  '  &c 
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GEE  &  CO.,  Printers  and  Publishers,   34  Moorgate  Street,  E.G. 
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DEHY    8vo. 


GOODWILL 


PRICE    3s.    6d. 

AND    ITS 

TREATMENT  IN  ACCOUNTS 


BY 


LAWRENCE    R.     DICKSEE,     F.C.A 

(With  an  INTRODUCTORY  CHAPTER,  dealing  with  the  Law 
relating  to  Goodwill,  by  the  late  Dr.  STEVENS.) 


The  object  of  this  work  (which  is  founded  upon  a  Lecture  delivered 

at  a   Meeting  of  the  Birmingham  Chartered  Accountant  Students" 

Society)  is  to  combine  within  the  compass  of  a  small  handbook 

A   Concise   Treatise  of  the  Law  Relating  to 

GOODWILL 

and  an  exposition  of  the  matters  to  be  taken  into  consideration  in 

The  Valuation  thereof, 

together  with  a  full  explanation  of 

THE    CORRECT    METHOD    OF    DEALING    WITH    THE 
ITEM  OF  GOODWILL  IN  BOOKS  OF  ACCOUNTS. 
Although  concisely  treated,  it  will  be  found  that  the  subject  is 
very  exhaustively  dealt  with,  and  the  work  will  therefore  be  found 
of  considerable  value,  not  merely  to 

ACCOUNTANTS,  but  also  to  SOLICITORS, 

and  all  who  are  interested  in  the  subject  of  Goodwill,  or  in  any 

disputes  relating  to  the  valuation  thereof. 

Recommended  in  the  Official  Syllabus  far  the  C.P.A.  Examinations  {New  York). 


PRICE    1/-    NET. 


ERRORS    IN    BALANCING 

A     Concise    Hand-book    dealing    with   the    more    usual     causes   of 
differences  in  Trial  Balances  and  the  method  of  their  detection. 

Based  on  Articles  which  have  appeared  in  "  The  Accountant:' 


GEE  &  CO.,  Printers  and  Publishers,  34  Moorgate  Street,  E.G. 


This  work  is  probably  the  first  that  has  ever  seriously  attempted 
to  deal  with  this  most  important  subject  upon  a  practical  basis. 
Although  comparatively  short,  it  treats  exhaustively  with  the  best 
means  of  discovering  all  errors  of  less  than  ^100,  and  explains  the 
causes  that  may  give  rise  to  errors  of  a  larger  amount,  and  the 
method  of  their  detection. 

It  will  be  found  of  the  greatest  possible  value  in  all  offices, 
especially  those  of  Accountants,  for  whom  it  is  primarily 
intended. 

« 

A  large  number  of  copies  have  already  been  sold,  proving  con- 
clusively the  practical  utility  of  the  work. 

Intending  purchasers  should  at  once  send  their  orders  to 
Messrs.  GEE  &  CO.,  34  Moorgate  Street,  London,  E.C. 
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SECOND    EDITION. 


152  Pages. 


Demy  8vo. 


Price  3s.  6d.  net 


BOOKKEEPING  for  COMPANY  SECRETARIES 


BY 


LAWEENCE    K.    DICKSEE,    F.C.A. 


This  work  (which  is  founded  upon  a  Course  of  Lectures  delivered  under 
the  auspices  of  the  Council  of  the  Institute  of  Secretaries)  deals  very  fully 
with  those  questions  in  relation  to  Bookkeeping,  a  knowledge  of  which  is 
essential  upon  the  part  of  every  Company  Secretary.  It  will,  therefore, 
be  found  of  the  greatest  value  to  all  who  occupy— or  expect  to  occupy- 
that  position,  and  also  to  all  Accountant  Students. 

In  addition  to  deahng  generally  with  the  theory  of  Double-entry  Book- 
keeping, the  following  points  are  fully  considered  : — 

The  Double-Account  System. 

The  distinction  between  Capital  and  Revenue. 

Self- Balancing  Ledgers. 

Branch  Accounts,  and  the  control  thereof. 

Foreign  Branches,  and  the  treatment  of  Foreign  Currencies. 

Tabular  Bookkeeping. 

The  Organisation  of  Accounts  and  System  of  Internal  Check. 

Financial  Returns  for  submission  to  Directors. 

Stock  Accounts. 

The  Balancing  of  Accounts  and  Preparation  for  Audit. 

The  Drafting  of  Profit  and  Loss  Accounts  and  Balance  Sheets. 

Applications  and  Allotments. 

Reserves  and  Reserve  Funds. 

Sinking  Funds  and  Depreciation. 

Dividends  and  the  Profits  available  therefor. 


GEE  &  CO.,  Printers  and  PubUshers,  34  Moorgate  Street,  E.G. 
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FIFTH     EDITION,     REVISED     AND     ENLARGED. 
Crown    8vo.,    7s.   6s.,    cloth. 

Factory  Accounts : 

THEIR    PRINCIPLES    AND    PRACTICE. 

A    Handbook    for    Accountants    and    Manufacturers,    including   a   large 

nuinher  of  Specmien  Bulings. 

By     E.    QARCKE     and    J.     M.     FELLS. 

Recommended  in  the  Official  Syllabus  for  the  C.P.A.  Examinations  {New  York). 


"  The  authors  are  thorough   masters  of  their  subject.     Abounds  in 
valuable  suggestions."— Sz^.  James's  Gazette. 

"We  have   found   the   book   a  very   interesting   description    of  the 
requirements  of  Factory  Accounts.     The  bookkeeping  is  illustrated  by 
diagrams,  showing  great  ingenuity  in   construction. "—7/^^  Accountants 
Journal. 

"  To    all    manufacturers    we     commend     the     study     of    *  Factory 
Accounts.'" — Athenaum. 


Price  Is.  6d.  Net. 


Bookkeeping,  Accounts,  and  Calculations 


KELATING     TO 


HIRE-PURCHASE    WAGON    TRADE    AND    COLLIERY 
ROYALTIES    AND    WAYLEAVES 


BY 


George    Johnson,  F.S.S.,  F.I.S.   (Corporate    Accountant). 
GEE  &  CO.,  Printers  and  Publishers,  34  Moorgate  Street,  E.G. 
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An  Entirely  ORIGINAL  Work  on 
Advanced    Bookkeeping 

SPECIALLY  ADAPTED    FOB 

Accountant  Students  and  Bookkeepers. 


The  Accountant's  and 

Bookkeeper's  Yade-Mecum. 

Price  7s.  6d.  net. 

By  G.  E.   STUAET   WHATLET,  Accountant  (Exam.  Inst,  O.A.) 


Becommended  in  the  Official  Syllabus  for  the  C.P.A.  Examinations 

{New  York). 


The  Work  consists  of  a  Series  of  Short  and  Concise  Articles  upon 
Capital  and  Revenue  Expenditure,  Revenue  Accounts,  Deficiency 
Accounts,  Depreciation,  Reserve  and  Sinking  Funds,  Adjustment 
OF  Partnership  Accounts,  Joint  Stock  Companies'  Accounts,  Tabular 
Bookkeeping,  Hotel  and  Theatre  Accounts,  and  other  matters  not 

GENERALLY    DEALT   WITH    IN    EXISTING  WORKS   ON   BOOKKEEPING,    together 

with  useful  Forms  and  Directions. 

The  Author's  aim  has  been  to  provide  a  work  that  will  meet  the 
requirements  of  Accountant  Students  preparing  for  the  Examinations  of 
THE  Institute,  but  it  will  also  be  found  that  the  book  is  one  that  will  be 
useful  to  the  general  body  of  Bookkeepers,  and  will  form  a  necessary 
adjunct  to  the  study  of  Elementary  Bookkeeping. 

The  Work  is  not  that  of  a  theorist,  but  is  the  outcome  of  many  years 
of  the  Author's  practical  experience. 
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ACCOUNT  BOOK  MANUFACTURERS,  AND  ENVELOPE  MAKERS. 


THE  GOLD  MINES  OF  THE  WORLD. 


(Second  Edition,  1902.) 


By  J.  H.  eORLE. 


Written  after  a  personal  inspection  of  365  Mines  in  the  Transvaal, 
Rhodesia,  West  Australia,  Queensland,  Victoria,  New  South  Wales,  Tasmania, 
New  Zealand,  India,  Malay  Peninsula,  British  Columbia,  The  Klondyke,  Alaska, 
United  States,  and  Mexico.         Price  10/»  net. 


WATERLOW  &  SONS,  Ltd.,  LONDON  WALL,  LONDON. 
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SIKVENS  &  HAYNE^ 

List  of  Law  Books  used  at  the  Examinations 
of  Chartered  Accountants. 


Seventh  Edition,  8vo.,  price  8s.,  cloth. 

SMITH'S  SUMMARY  of  the  LAW  of  COMPANIES; 
containing  the  COMPANIES   ACT,    1900.     Seventh  Edition.     By  T. 
EUSTACE  SMITH,  Barrister-at-Law. 

Second  Edition.    Now  ready,  in  Svo.,  price  7s.  6d.,  cloth. 

THE    LAW    OF    NEGOTIABLE    SECURITIES.      Six 
Lectures  delivered  at  the  request  of  the  Council  of  Legal  Education. 
By  WILLIAM  WILLIS,  one  of  His  Majesty's  Counsel. 

"  We  heartily  commend  this  book,  not  only  to  the  student,  but  to 
everybody." — The  Accountant. 

Ninth  Edition,  Svo.,  price  20s.,  cloth. 

PRINCIPLES    OF    THE    COMMON     LAW.— Intended 
for  the  use  of  Students  and  the  Profession.    By  JOHN  INDERMAUR 
Solicitor. 

Third  Edition,  royal  Svo.,  price  38s.,  ctoth. 

THE  LAW  OF  CORPORATIONS  AND  COMPANIES. 
—A  Treatise  on  the  Doctrine  of  ULTRA  VIRES.  Being  an  Investiga- 
tion of  the  Principles  which  limit  the  Capacities,  Powers,  and  Liabilities  of 
Corporations,  and  more  especially  of  Joint-Stock  Companies.  By  SEWARD 
BRICE,  M.A.,  LL.D.,  of  the  Inner  Temple,  one  of  His  Majesty's  Counsel. 

JUST  PUBLISHED.    Third  Edition,  8vo.,  21s.,  cloth. 

A  COMPENDIUM  OF  THE  LAW  RELATING  TO 
EXECUTORS  AND  ADMINISTRATORS,  with  an  Appendix  of 
Statutes,  annotated  by  means  of  references  to  the  Text.  By  W.  GREGORY 
WALKER,  B.A.,  and  E.  J.  ELGOOD.  B.C.L.  and  M.A.,  of  Lincoln's  Inn, 
Barristers-at-  Law. 

JUST  PUBLISHED.    Seventh  Edition,  8vo.,  price  10s.  6d.,  cloth. 

RINGWOOD'S  PRINCIPLES  OF  THE  LAW  OF 
BANKRUPTCY  ;  Embodying  the  Bankruptcy  Acts  1883  and  1890 ;  part 
of  the  Debtor's  Act,  1869  ;  the  Bankruptcy  Appeals  (County  Courts)  Act,  1884. 
With  an  Appendix  containing  Schedules  to  the  Bankruptcy  Act,  1883;  the 
Bankruptcy  Rules,  1886  and  iSgo.&c.&c.  Seventh  Edition.  By  R.  RING  WOOD, 
of  the  Middle  Temple,  Barrister-at-Law. 

JUST  PUBLISHED.    Third  Edition,  crown  8vo.,  price  6s.  6d.,  cloth. 

THE  LAW  OF  ARBITRATION  AND  AWARDS;  with 
Appendix  containing  Lord  Denman's  Arbitration  Bill  and  Statutes 
relating  to  Arbitration,  and  a  Collection  of  Forms  and  Index.  Second  Edition. 
With  a  supplement  containing  an  abstract  of  the  Arbitration  Act,  1869.  B> 
JOSHUA  SLATER,  of  Gray's  Inn,  Barrister-at-Law. 

Second  Edition.    Crown  8vo.,  price  6s.,  cloth. 

THE     PRINCIPLES    OF    MERCANTILE    LAW.      By 
JOSHUA  SLATER,  of  Gray's  Inn,  Barrister-at-Law. 

Just  Published,  in  8vo.,  price  8s.,  cloth. 

SHORT      PRACTICAL      COMPANY      FORMS.       By 
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